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Case Management

GUIDING PRINCIPLES AND SCOPE \%

Case management is the process by which an analyst shepherds the evidenc (a% h the testing
process. lItis the responsibility of the analyst to ensure that evidence receivé? ecessary
analysis, analytical results are evaluated promptly, any analytical proble eselved, the results
interpreted, and the final report written within the time frame dictated % rget date.

Y

Since the Department has different teams, this procedure discuss rocess in general. Refer

to the specific procedures within the technical manuals, if necesﬁry.

xO
PROCEDURE @6 . Q@

L

Most case management steps are do %the
(LIMS); however, the “legacy” case me
Biology--which utilizes various hard for
of evidence that was submitted f?&ting |
circumstances when the LIMS is av%

A. Rotation system \$O

\cltory Information Management System
documentation system in Forensic
available for documenting the examination
the activation of the LIMS and for exigent

r an extended period of time.

1. Many of the pro S described in the following sections are handled by the
rotation staf t the interpreting/reporting analyst (IA/RA). One goal of the
rotation syst s to rapidly and efficiently extract, quantify, and amplify
sample tomatic submission of sexual assault samples to extraction and
“auto " for amplification are two examples of this. Workflow and
pr ion of test batch samples is coordinated by the supervisors.

2. q ting results for post-LIMS evidence will be available to the IA/RA through the
MS interface. Printouts of the functional reports that contain the test results
will be needed for the hard copy case file. Printing can be done at any time after a
Q test is complete; most often it will be done by the reporting analyst.

3. It is the responsibility of the rotation analystto examine the samples and batch
set-up information for completeness and accuracy of case numbers, sample
identifiers, etc. Any discrepancies, inconsistencies, or omissions must be
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resolved by the analyst, in consultation with a supervisor if needed, before
obtaining a withess and/or commencing testing.

information for completeness and accuracy of case numbers, sa ntifiers,
etc. As above, resolve any issues prior to commencing testin%\\

4, It is the responsibility of the witnesso examine the samples abatch setg’\

Case assignment Q
Case management begins as soon as an analyst accepts a@b@r evidence examination.

1. Cases are self-assigned by the analyst by takin &next case in priority and target
date order. An initial priority level b&ssigned @ the Sign-In process, but can
be adjusted later. (b.
a. High Priority — All parts of romised (could just be semen
Y/N, for example, or it co te DNA report) are done ASAP,
using overtime if nec ting a case as High Pricguires a
phone call from an manager to a Forensic Biology (FB)
manager, or a ?q call DAO Bureau Chief-level to an FB manager.
A “regular” ADA §annot rqak® such a request. The target date should reflect
the date that the result§ were promised — this will show up in LIMS, and if the
cases waiting to be ined are sorted by target date, a case such as this will
pop up at the tc@% ad of all the rest. If the status goes away later, the
0

priority can be graded and the target date adjusted to a normal one.

b. Priority —St next, but the rest of the case gets processed as usual; this is
the sam€s)‘expedite”. All stranger rapes are in this category. The target
date will b&"a normal one. Remember that “stranger rape” is NOT the same as
“no ct”. A “stranger rape” is a “stranger rape” whether there is a

/arrested suspect or not.

ine — Average, everyday, sort of case (excluding stranger rapes).

amining analyst (EA) who will also be the IA/RA should enter their identifying
rmation in LIMS or “Access”, as appropriate.

Q. Review the case information (see evidence exam - general guidelines).

If this is additional evidence or an exemplar on a previously reported case,
evaluate the earlier work.

a. It may be necessary to submit earlier DNA extracts for additional testing.

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT
MANUAL

CASE MANAGEMENT

DATE EFFECTIVE APPROVING AUTHORITY PAGE
10-01-2012 QUALITY ASSURANCE MANAGER 6 OF 172
b. If an exemplar is submitted, type it in all DNA systems necessary f
comparison. '\
3. The RA/IA should enter their initials in the appropriate location wit ess or

LIMS. This will usually involve modifying an RA record created & sigm-in;
however, it is possible that a new “RA” record will have to be ab@ to the case.

a. LIMS cases: The RA should verify the accuracy, Assignment Start
Date” and modify the date as needed. The “Agst ent Start Date” is
equivalent to the date when a testing reques received and officially
accepted for processing. This can vary d‘ﬁqding upon the case scenario.

Analysts must evaluate the particular ci tances of their case and enter
the appropriate date. The ing i ance for determining the
correct “Assignment Sti te” o Q
L
8

v \ Create New | Assignment Start
Case sc i O RA Entry Date Should Equal:
Line?

EU Received Date fofy

Outside submission, Wew EBi e Yes .
N first voucher
. N \ . EU Received Date fof
New outside submissio _@emstmg FBio Yes first additional
case, new report to tten
voucher
New outside sut&ﬁn for existing FBio
case, testin cluded with existing No N/A
assignment
. , . EU Received Date foy
New F ’Sase with post mortem items Yes PM items
A - d
A al testing without new outside Date new testing wag
) Yes accepted or decided
issions
upon
C}."BNA testing on Sexual assault kits after a Dat_e of R A report
Yes review (i.e., draft daté

serology report for serology report)

Date of request or

Q Storage cases that are activated; for example a

o Yes decision to start
missing persons case .
testing
Date of decision to
Report only cases Yes

write report
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4, Obtain the evidence from the evidence storage area and complete the chain of

custody. %
N

Initial analyses Q

1. Examine the evidence (see Evidence Exam procedure). '\\(1/

2. Submit samples for P30, amylase, or DNA extraction as n @i Ensure that
“true exemplar” samples and “pseudo-exemplar” sampl@qe submitted on the

appropriate exemplar extraction batches and that evi@ samples are submitted
on the appropriate non-exemplar extraction batche{

3. A case tracking worksheet may bestarted by B@\alyst. These worksheets allow
for tracking of samples, includin ical r%.l S, dates of submission for the
different tests, etc. A

0\ \
4, P30 or amylase results %&viewedﬁge analyst (either the EA or IA/RA,

depending upon funct] group flow) for completeness and accuracy.
Discrepancies or ot ns be corrected by the analyst who performed the
test. Check especidjly for c§regt FB number, swab description or stain

description.

5. Extraction and quan&iﬁon results reviewed by the analyst (EA or IA/RA) for

completeness an uracy; any discrepancies or omissions need to be corrected
by the analy: erformed the test. Check especially for correct FB number,
swab descriRtio or stain description. The following information should be
checked:

a @s the extraction negative contain DNA?

& If neat and dilution results were tested, do the results correlate with each
other?

QO C. Is the DNA concentration too high?
d. Was there a problem with inhibition and/or background fluorescence

preventing a determination of the DNA concentration? If so, the sample
may need to be cleaned via microcon and re-quantified.
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Re-quantitation needed due to any of the aforementioned reasons is generally
taken care of automatically by the quantitation rotation. c

Microcon clean-up may be performed either by the analyst, or as pa
rotation. The auto-aliquot of extraction sets do not wait for micro ples.
Therefore, these samples should be aliquotted for amplification Plyanalyst

DNA typing and case evaluation Q

1. Once acceptable quantitation results are available, the E%?mples requiring
amplification must be aliquotted. This is generally tak of automatically by the
STR rotation, or a similar rotation, for the initial extra@e{u sets of evidence for
Identifiler. Any additional testing, rear&flcatlons are taken care of by the

IA/RA.

a. In some groups, the caﬂon@e ss of amplification is automatically
performed by the otatio s duplication is not performed and is
necessary, or i amp s reamplification, the sample must be
placed into pI|f| atch

2. The analyst reviews amp |on and DNA typing results for completeness and
accuracy; any discrep or omissions need to be corrected by the analyst who
performed the test. ck especially for correct FB number, swab description or
stain description. ition, review all the electropherograms for your case.

a. Revi@e STR 3130xI Control Review report to ensure that the positive
cowdrol,-amplification negative, and extraction negative (if applicable)
he expected results. If not, the samples may need to be re-amplified
ven re-extracted.

$® Did your samples amplify? If not, it may be necessary to re-amplify with
more DNA extract or less DNA extract (if PCR inhibitors are suspected),

O or perform a microcon procedure.

Q In some situations, it may be necessary to start the DNA analysis over at
the DNA extraction step or consider organic extraction.

C. Was a partial DNA profile detected in your sample? If so, it may be
necessary to perform further testing.
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Depending on the system, a complete DNA profile may be obtained by re-
running the sample with more amplification product or a longer injegtion

time. If so, add it to the batch of samples to be re-run and specif @
much amplification product should be run or increased injecti
Racks to hold samples to be re-run are in the amplified DN
This is generally taken care of automatically by the STR ro{a

Alternatively, it may be necessary to re-amplify wit NA extract or
less DNA extract (if PCR inhibitors are suspecte rform a microcon

erators.

procedure.

d. Was your sample over-amplified? If so, wa\the sample added to the list
of samples requiring re-runAThis is ge taken care of automatically
by the STR rotation.

Alternatively, submﬂ‘t@ample@&phﬁcaﬂon again with less DNA

extract.

on your sam¥es; ex he electropherograms for artifacts, over-
amplification, or o lems. If the sample was not edited properly,
ask the anal;;s@ dit and reprint the electropherograms; make sure the

e. Were your edlted? Evaluate any editing that was done
6;? b

new editing i d and dated on the editing worksheet.

ure of DNA in your sample? If so, it meguire
dupligatigitin a DNA system (the same one or a different one). Mixtures
be amplified with more template DNA for better results.

g. &there other samples that may require duplication? If so, identify those
amples and start the appropriate steps (i.e., re-extraction or re-
amplification).

Oh. Do the DNA results make sense in the context of the case and/or sample?
O If not, there may have been a sample mix-up at the aliquot, amplification,
Q or DNA typing steps. Discuss with your supervisor.

Review the DNA typing results as soon as possible so that ample time remains to
deal with any analytical problems.
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3. Compare clean or deduced single-source DNA profiles to the Lab Types Database

in order to detect possible exogenous DNA. Instructions for how to condyct
searches of the database are found in the LAB TYPES DATABASE pro@e in
the Quality Assurance/Quality Control Manual.

The following flowchart should provide additional guidance on us\igitye Lab
Types Database. If contamination is identified see also the “E nous DNA
Policy” found in the GENERAL GUIDELINES FOR DNA RK
procedure (in the Forensic Biology Protocols for Forensg Analysis manual).
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—Hit to LabTypes

Analyst Checks LabTypes

Analyst speaks to Supervisor.
Supervisor confirms LabTypes hit.

4

Analyst completes the Contamination
Incident Review Form and obtains
necessary approvals from Supervisor
and/or Assistant Director (AD). AD
must not give the name of the
individual who contaminated the
sample.

4

Form forwarded to LabTypes Manager.

LabTypes Manager informs NYPD and
QA Manager. QA Manager will
determine if it’s a non-conformity

and whether or not additional acti

« needed. "
o)

Reffort i§ written as per our
o not release until AD
approves.

proi

NO HIT to LabTypes———

Does analyst suspect contamin%

A

c S
6\0

nalyst speaks to Supervisor and AD.
Supervisor and AD determines
whether or not it is contamination.
Supervisor and/or AD may need to
consult with LabTypes Manager
and/or QA Manager.

NOT contamination

Report is written as per
our procedures and

released.
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matches (exact or partial). In addition, it may be necessary to compare
profiles within a case to other profiles in the case, and to any suspe
for that case, to identify partial matches. This may require you to
DNA profile(s) present in a mixture, and may require consultatlor\'
supervisor.

Compare DNA results to the LINKAGE database and/or LDIS for potentiaﬁB

Only single-source profiles (clean or deduced) with EO ;e loci should
be compared for the purposes of discovering partial s Only such profiles
are eligible for evaluation of any partial matches foyn

To compare a profile to LDIS, perf keybdg\t;{@earch. Only profiles that
meet the necessary number of Ig Ié@d statm@ hreshold for entry into LDIS

should be searched in LDIS Q

See the CODIS Manual @re det mformation regarding DNA
matches

There are two ways¥o perf m e comparison with LINKAGE; either or both
may be used. Itis pos otential matches not to be found using LINKAGE
especially when partial @QS are being considered; this is due in part to the
inability of LINKAGB\' ndle more than two alleles per locus.

Any potential -tase matches not identified in LINKAGE will be picked up
by LDIS onc ofileis entered there.

If a sa s\ftrom your case matches a sample from a previous case, consult with
your rvisor and follow the current local hit notification guidelines.

§ Scan LINKAGE visually for your profile.

QO

This example assumes that LINKAGE is arranged, from left to right, using
Cofiler and Profiler Plus loci order. To scan LINKAGE visually for your
profile, place the cursor in the D3S1358 field and press Ctrl-Z (zoom),
then enter your D3S1358 value (e.g. 15 space 16, or 15) and click on OK.
This will take you to the part of LINKAGE where all profiles beginning

with that value reside. Move the cursor to the D16S539 column, then
page/scroll down to see if your D16S539 value is represented. Repeat for
each locus until you discover a potential match or determine there is none.
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It is not necessary to scan the partial profiles listed at the beginnin%f

LINKAGE.
'\

b. Perform a query in LINKAGE

This approach may be used for full or partial profiles. L,% the File

menu, select “NEW”, then select “QUERY”; select t AGE
database as the database to query. Place a ch in, &Blécand
Backlog #. Type in the desired values (e.g., s all of the alleles in

each locus). Enter values for as many or as fe ci as desired;
understand, however that entering few m eId a large number of

potential matches to evaluatg and enter any may miss a potential
match that is lacking one re loci ay be helpful to choose rarer
alleles when perform| er e query by pressing F8, clicking
on the “blue gears men or choosing “Run Query” from the
Query menu.

When enter lues Q NA alleles, do not use commas or more
than one spa etw@a les. It will cause a potential match to be
missed!

5. Not all samples req&% A analysis in all available DNA systems; in fact, the
majority of sampl ire only Identifiler. Submission of samples for Y STR
typing is case d ent

6. The DN yg,% chosen for additional testing may depend on the nature of the

caseqlo

a. ere the only DNA alleles detected in a semen-containing sample those
of the victim? If so, amplification using Y STR’s may be needed.

C)b. Does it appear that there are multiple semen donors? If so, amplification

QO in Y-STR’s may be needed.
C. Does the case involve a body identification of a male, and are there
paternal relatives available for testing? If so, amplification using Y STR’s
may be needed.

7. Ensure that the laboratory concordance policy is satisfied.
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8. Prepare a profile generation report or table of results, if applicable,

9. Prepare a PCR Statistics sheet, if necessary. Enter all alleles that merllele
calling criteria.

10. Prepare a DNA Profile Evaluation form, if necessary. Follow the\ébelines listed
for eligible profiles to determine how many (if any) alleles to e t each locus.

11. Review the case file to ensure that all the necessary pa@s\y is present and is
organized in a logical format.

12. Finalize the draft case report, approve, and subrggr the required technical and

administrative reviews. e \
Case Completion AQ Qz
A case is considered complete the a al work is done, the case report is written
and passes technical and adg\i tratlve @ews and the case report is distributed to the
requesting agency(s). ?\ C)
Evidence Return: \

Pre-LIMS evidence: Bring tkééonglnal voucher(s) to the Evidence Unit. Post-LIMS
evidence: Within the LIM rk the individual vouchers of evidence for final return.

The Evidence Unit in the item(s) and prepare the item(s) for “pending release to
the Property CIerk’@g their normal procedures. With the exception of post-mortem
items and exemik'rs retained samples should no longer be indicated on the chain of
custody.

Case I@gf Routing

case reports: The IA/RA completes the Forensic Biology Report Route Sheet
cate which agencies are to receive the case report. LIMS case reports: the
nded case report recipients are recorded in the application.

Report distribution is usually done in conjunction with administrative review. For details
see the Administrative Review procedure.

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT
MANUAL

CASE MANAGEMENT

DATE EFFECTIVE APPROVING AUTHORITY PAGE
10-01-2012 QUALITY ASSURANCE MANAGER 150F 172

Most reports are distributed to the ECMS system of the NYPD. In addition to ECMS
reports are distributed as follows:

reports may also be supplied to the District Attorney’s Office (to igned

1. Deaths Reports are supplied to the OCME Records Department. ?’Las aI The
t
ADA) and/or NYPD units (to the assigned Detective). \

2. Sexual Assaults and Suspect files for Sexual Assa‘tﬂpo@%upphed to the
Bureau Chief of the appropriate Sex Crimes Bureau

3. Miscellaneous and all other Suspect filRgports ar pplled to the District
Attorney’s Office (to the assigned 86\) and/o D units (to the assigned

Detective).
4, Property Crimes and Weap repo&supphed to the District Attorney’s
offices only if a suspect en arr

1 — Revised Section D.3 for the discovery of partial matches.

#2012 — Revisions for LIMS implementation, mostly to remove references to specific worksheets. Deleted

inalization of Case File” from Section E

October 1, 2012 — Added explanation of case priority levels in Section B.1. Inserted a new Section D.3 that directs analysts
to check Lab Types as part of STR profile evaluation; flowchart inserted for guidance. Existing sections that follow are
renumbered.
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Case Files

GUIDING PRINCIPLES AND SCOPE

Each Forensic Biology case has an associated “case record” that consists of ‘@naﬂon and
administrative documentation, whether electronic or hard copy, generated o a\ d for the
case. Case record information may be in more than one location. The t se file” refers to a
subset of the case record. Itis a hard copy collection of selected exa @ and administrative
records, usually maintained in a letter size tabbed folder (“the file”), upports the results

of analysis found in the case report(s). Each Forensic Biology cas rd may include more
than one case file.

Case files facilitate technical and administrative g&iew an Qeation of certified copies to
fulfill discovery requests. This is true whether, xami s and reports are generated
outside of the Laboratory Information Mana,gk nt (pre-LIMS) or by using the LIMS
(post-LIMS). %

This document describes the gener&%cess&)w casarélesmpiled.

PROCEDURE \
&O
A. General Guidelines Q\'

Cases/evidence in Gﬁgic Biology can be classified as “pre-LIMS” and “post-LIMS”.

The classification s of a case and/or its associated evidence will affect how and when
case files are ated and used. In pre-LIMS work the case file is the primary location
for records r to a particular case. For most evidence received post-LIMS, the LIMS
is the pri cation for records related to the particular evidence, and any associated
case file@a secondary role

Be e there are many possible scenarios, the following is provided as guidance:

Q. Pre-LIMS cases/evidence “in progress” at the date of LIMS “go-live” will
continue to be maintained in the hard copy case files that were created for the
associated cases.

2. When additional evidence for “in progress” pre-LIMS cases is received post-
LIMS, the analyst should use the existing case file if space allows.
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3. Case files for post-LIMS evidence/cases need not be created at Sign- In will
usually be the reporting/interpreting analyst who will label a file folder w, %
FBio case number so that it may be used as the collection point for t copy
records described in the “Administrative Records” and “Examinati %ords”
discussions that follow. To minimize the transfer of case files Wlﬂ\C
laboratory, it is strongly recommended that a separate case fil reated
for each case report that will be produced. This will also ase files from
getting too large. For example: \

a. When additional evidence for pre-LIMS cas no open assignments is
received post-LIMS, the analyst should cr \Qa new case file for the
additional testing and case ort

b. When cases have ass ts in r@ functional groups, e.g., missing
persons and mltoDE%\ ase fi uld be created for the missing person

report and suppor cume d a case file will be created for the
mito report and{@y rting fodments.

QO

1. The majority of the p k in the “post-LIMS” case files will be printouts of
attachments and furﬁ(FI al reports from the LIMS case record. For “pre-LIMS”
testing the paper case files consists of original handwritten examination
notes and pt}f@) es of documents such as batch worksheets.

e

B. Case File Contents Q

2. Case flIeQQH ed by a contract laboratory will not contain much of the
informa% sted below. The administrative paperwork, analytical paperwork,

repo at, etc. will differ from case files created by the Department of
F c Biology.
3. c)&lspect files are arranged in the same format as evidence files.

\ Paperwork in case files must be maintained in a neat and organized manner.
There should be no loose pages, Post-Its, etc.
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Administrative records. Administrative records are information not resulting from evidence
examination, for example, vouchers and requests for lab testing. All administrative
documentatiomust be identified for association to the case file with the appropriate C %

number. Multipage (stapled together) administrative documents may be marked ase
number on one page. The following are clipped to the left-hand side of each filgs pllcable to
the specific case:
a. Communication Log Reports \Q
b. Scheduled analysis report %
C. Copies of NYPD paperwork: 61 form (NYPD complaj {{eport) request for
laboratory examination forms, ECT coNection fo resent) evidence vouchers
(documentation of evidence collecte ntract outside jurisdictions

d. Miscellaneous correspondenc h as, @ual assault kit paperwork or
memos to and from outsrde torles

e. Chain of custody rep & C)

f. DNA extract tracking reports\

g. Forensic Biology Iaboraé‘glse report, route sheet, and fax confirmation sheets

h. CODIS paperwakoQ

Examination records. % Mation records contain information related to evidence testing. All
pages of examinatio mentation must have the case number, dates the testing was done, the
handwritten initials e or electronic equivalent of the interpreting/reporting analyst for the

case, and page ers. The handwritten initials/name or electronic equivalent of the analyst
performing a ular test must be present on the pages representing that analyst’s work. For
functional s generated within the LIMS, the names of analysts, withesses, and reviewing

supervi re considered electronic signatures, and are traceable within the LIMS system. The
foll e clipped to the right-hand side of each case file, as applicable to the specific test
req

a. Autopsy case worksheet

b. Exemplar processing notes
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C. Examination notes and photos documenting the evidence examinations
d. P30 ELISA and/or amylase notes '\%

e. DNA extraction notes (I/Q
f. Quantitation notes \

f. Amplification notes %

g. Electropherograms

h. Pre-LIMS testing only: The case produgtivity wor @ documenting the total
number of examinations and tests for %oratory tical purposes.

Page numbers are placed at the bottm@argln &ages on the examination
S

documentation (right-hand side) of e fil |ng with the batager  Continue the
page numbering if additional an are fter a report has been issued and/or if there
is more than one file folderf mmended to not start page numbering over
with page one in the second rec

Supplemental Records Supplemental ds contain summary information derived from

rds. Supplemental records are used to aid case analysts
ing. All pages of supplemental records must have the case
number, the handwritten initi me or electronic equivalent of the interpreting/reporting
analyst for the case, and jpag mbers. The following are clipped to the right-hand side of each
case file, as applicable% specific test request:

a. Results %if applicable)

b. PC tistics worksheets

°'Qo

testing recorded in the examinati
in their interpretations and repo

DIS match estimation worksheets
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Revision His
Febru 010 — Initial version of procedure.
J 2 — complete re-write of procedure to limit the scope of the document to a description of the contents of case

and to include information needed for laboratory function in a LIMS environment.

ber 30, 2013- Removal of results table/ profile generation sheet and PCR statistics worksheets from the “Examination
Records” section and creation of a new section titled “Supplemental Records”. Addition of the statement to the
Examination Records section recommending to not start page numbering over with page one in a second case record.
September 1, 2014 — Changed “Results table/profile generation sheet” to “Results Table” for consistency between manuals.
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Evidence Sign-in

GUIDING PRINCIPLES AND SCOPE \6
itYfaw

The Department of Forensic Biology receives evidence primarily from New Yo @
enforcement agencies for DNA testing. On occasion the Department will ac }\ ses from
other agencies; however, these agencies must have prior authorization t bMit evidence.

Evidence submitted for DNA analysis, regardless from which agency i i\ mitted, must be
vetted by the Sign-In Team or a supervisor.

The primary responsibility of the Sign-In Team is to triage any eﬂen;e submitted for DNA
analysis before it can be examined. The two main purpose determine the probative value
of the evidence and, once that has been establig™d, to asgsi e evidence to a Forensic Biology
case. The procedures below describe the evi Signai cess. .
*

L
PROCEDURE \Q\A &6\
Email Accounts. The DNA Sign-In fl acc NASignin@ocme.nyc.gov) is used by the
Sign-In Team for case-related co nic uch as requests for exemplars, clarification of
discrepancies in submitted paperwork gn tomer requests for expedited testing, and any other

case-related inquiries. The Sign-In T monitors this account throughout the day and updates
the cases and the communications% necessary.

The High Sensitivity DNA Tes&ail accouhtighSensTesting@ocme.nyc.gas used for
fee-for-service cases fro e of the City of New York. Members of the High Sensitivity
team monitor this accourrlTEJ)

A.  Evidence %\in Process

Evidence i aluated for acceptance using the following general guidelines. Not all steps
are compleed for all cases. For example, Step 3 (checking DEMP) is not applicable for
cases @‘ jurisdictions outside of New York City. At any point, if additional information is

requireld before accepting the evidence, the appropriate agency is contacted to obtain the
ation needed.

1. The Forensic Biology Sign-In Team and/or a supervisor evaluate the submitted case
information for each item of evidence. During the evaluation process, the
communication log and case notations may be created and additional documents may
be considered (e-mailed pdf forms from DAOs, NYPD, etc.)
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a. Review the case details to determine if enough information is availabl
accept the case.

also includes completion of a legal contract and submission ppropriate
fees. The High Sensitivity team, with the aid of legal coun | track these
factors.

b. The criteria to accept an outside jurisdiction case for High Sen?%’a Testing

c. Outside jurisdiction cases submitted for Missing P \Unldentlfled Human
Remains cases must have a blanket legal agree approved and signed prior
to the evidence being submitted. A copy can&btamed from the Legal
Department. In addition, a supegvisor will Iso had communication with
the agency regarding cases t ill be s ted for anthropological exam
and DNA testing. é

2. Check the Forensic Blologyb@ atab Q‘Access” and LIMS) to determine if the
evidence is from a new in or |s onal evidence for an existing Forensic

Biology case.

kit, it should be not uch and the additional evidence will remain in a
pending status u iminalist IV supervisor evaluates the evidence for
acceptance.

a. If the evidence sub 3 addltlonal evidence connected to a sexual assault
r

3. Check the DNﬁﬁ\ﬁnce Management Program (DEMP) to determine if there is any
related evidegce“sf a case conferral.

4. Make c anerrals, if necessary, and create or update the communication log.

\ ¥ a request or communication comes into the lab prior to the evidence, a
communication log can be started within the LIMS and attached to the
0 applicable case record after the evidence is accepted in Forensic Biology.

Q b. If the case will be deferred, proceed with the Deferral Procedures outlined in
Section C.
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5. New cases are automatically assigned the next available Forensic Biology n er by
the LIMS. Each incident gets a unique Forensic Biology (FB) number, whi aIIy

means one case record per victim. However, some types of cases with gaylt

victims, e.g., homicide/suicide, double homicide, assaults/sexual ass ith more
than one victim, or mass disasters; are counted as one incident, ano\g}efore would
be a single case. Serial or pattern crimésnore than one homicide | assault, or
assault but over a period of time) have individual cases per vi QAI evidence
associated with each incident will use the same FB numbe e Evidence Sign-In
procedure for a description of FB number formats).

If the evidence is from a case that was started priorb e LIMS the original FB
number can be entered manually in th IMS

a. The format of the case n arles se type. The case number formats
for new Forensic BIO|0 S are

Criminal ca : FBXX YYYYY
Missing ns c e@ FBXX-YYYYY
Suspect C FBSXX-YYYYY
Proficiency Te FBPTXX-YYYYY
Random Re is (STRs): FBRAXX-YYYYY
Training c%; FBTRXX-YYYYY

o digits of the calendar year

SYYa = a 5-digit number corresponding to the order in which the
as received during the calendar year

F ample, the fbcase accepted in calendar year 2013 that is categorized
ther Criminal or Missing Person would be assigned case number FB13-
010.

Ob. Forensic Biology also has “case” designators for the following miscellaneous
O testing activities: QC Box, Reagent, Research, SRM, WTC-Disaster
Q Manhattan, and WTC-Reported Missing.

6. Complete the Scheduled Analysis and confirm that the appropriate target date was
assigned to the evidence.
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7. Important: Add an “RA” entry for each anticipated case report. This is equiv%t

to creating an “assignment” for testing. Initial information will be the functi§

group(s), assignment start date, and target date. The actual RA for the ment

can be selected later. (1/

8. Enter case information into the Forensic Biology case record. '\

a. Outside jurisdiction cases submitted for High Sensit'?%\\ging arrive with an

assigned “OJ” number that should be entered int s-reference field of
the case record.

b. For Missing Persons/Unidentifiad Human Qns cases submitted from
jurisdictions outside of New |ty, en YS Grant case” into the

Notes field in the case rec

9. Once the sign-in process is b@ete t se may require a supervisor review. If a
review is not required, it | itted Iy for evidence exam. If a review is

required, a supervisor reV| submission and the schedule of analysis, and
either accepts it or reje§ds It bafét%&gn in for correction. Most property crimes,

weapons cases, and suspec ay not require sign-in review.

Note: Any “high prlorlt anatlon must be first approved by a Forensic Biology
Manager. S cases (i.e., no suspect cases) must be visibly indicated for

proper p

10. After the ca chpted by the sign-in supervisor, the EU will be notified through
the LIMS t eV|dence is ready for examination and should move it up 8 the 5
floor for Sis.

Add@\Evidence for Previously Submitted Cases

J&@we case existed prior to the LIMS, request the case file from the analyst if the case
s still open or from the Administrative Team if the case has been completed.

2. Determine if the additional evidence requires testing. Proceed with evidence sign-in
or evidence deferral.
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3. If the additional evidence is for a High SensitiatyHybrid case still in progress,
send a notification to the High Sensitivity or Hybrid supervisors to alert them jp the
additional evidence. '\

C. Evidence Deferral '\\(I/Q

At any point of the case acceptance evaluation process the followin s must be followed
to defer any evidence from testing: g\

1. Contact the NYPD DNA Liaison Unit (LU) and/or Distri t%rney’s office (DAO)
via telephone or e-mail to obtain authorization to def idence. All contacts are
documented in the communication log¥or the Casé\

2. After authorization is granted, qg@hm%@ws are generated and distributed to

the LU and DAO.

a. Notifications ar(wﬁd b Q\ember of the Sign-In team or a Forensic

Biology supervi aQ
b. The LIMS has functioO ity for generating and distributing the notifications.

0 — Initial version of procedure.
1 — Added information regarding network folders for outside jurisdiction cases; in A.7, added steps “a” and “b”

ding outside jurisdiction cases; in A.9, added info regarding file folder colors; Added step A.10 to describe the

ocedure when case files are returned by EU to DNA Sign-In.
FeMruary 2, 2012 — Procedure change in Step A.1 to modify the sign-in workflow of additional evidence connected to a

sexual assault kit.
July 16, 2012 — Content made more generic so that it can apply to both pre-LIMS cases and evidence received after LIMS

implementation; added case numbering format information (A5).
October 29, 2013 — Revised Section A.9 to allow signed-in cases to be submitted to evidence examination without a

supervisor review.
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Case Acceptance

Types of cases accepted by the Department of Forensic Biology '\%

Case Type Associated Samples Case Qe jgnation
. - Evidence 3
Homicide - Elimination exemplars* ‘F% i
Sexual Assault - Evidence §Y- HHHHHHE

- Elimination exemplars*
- Pseudo-exemplars (su%a?'

Suspect bottles cups cigare FBYY-S###H#
-Exemp (oral s%, lood

- EBvid FBYY- #ittt

ion lars*
. ence 6
Weapons (CPW, Found Firear FBYY- ####H#

JEvi
Assault ? E"'d’g‘J FBYY- #tt
- Ke: ars
4- uct of conception FBYY- #
N Exemplars
K\J Post-mortem samples
- Kinship exemplars

\

Property Crimes

Forensic Paternity

Unidentified Human Re

I " - Pseudoexemplars (razors, |FBYY- #####
(*Missing Personsc)o toothbrushes, underwear,
etc.)
- Post-mortem samples D@YY-###HH
Mass Disa Q - Kinship exemplars (where @ = One-
@ - Pseudoexemplars (razors, |letter borough
R toothbrushes, underwear, etcdesignation)
Mit oQ?n‘drlal DNA Testing - Evidence ———
- Exemplars
- Evidence Assigned by
tsourced
- Exemplars contract lab
- - Evidence Designated by
Proficiency
- Exemplars vendor

* A biological sample from a known individual (commonly a consensual partner, homeowner, or employee
of a business), other than the alleged perpetrator or victim, which is analyzed for purposes of identifying
those portions of a forensic DNA profile attributable to the alleged perpetrator.
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PCR DNA tests available for use

: : , COD QD
Supplier Kit Loci oli é&
D8S2279, D21S11, D7S820, CSF1PO,
D3S1358, THO1, D13S317, D16S539 \
D251338, D19S433, WA, TPOX, ~ N} " &5
D18S51, Amelogenin, D5S818, F
D13S317, D7S820, Amelogenifa\
ABI MiniFiler D2S1338, D21S11, D16S5 S51,| Yes
CSF1PO, FGA
DYS456, DYS389I, DY , DYS389ll,
DYS458,QYS19, D a/b, DYS393
DYS3 &8439. 35, DYS392, Y|

GATAN\4, DYS YS438, DYS448
D 1, DY , DYS439, DYS389ll,
Promega PowerPlex Y " 9 0, DYS385, DYS438, No
S4

19, DYS392
YM1 ‘?\ Dfé’l
OCME )

Identifiler*

Yfiler* No

YS389I1, DYS389Il, DYS390 No

MtDNA <QMVII direct sequencing Yes
*Systems used for routine caswrk

Scheduled analysis Q\'

Depending on the Qsﬁ it may be necessary for other types of examinations to be done
before or after th¢ Department of Forensic Biology examines an item. Fingerprint
processing, t residue, hair and fiber examinations, etc., may be equally or more
important t the presence of biological fluids.

1. scheduled analysis can range from determining only the presence of semen,
0 liva, or blood on an item to DNA analysis of stained or touched items for
O comparison with victims, elimination samples, and/or suspects. The decision of
Q what analyses are to be performed is made by a member of the evidence sign-in
team or Criminalists I, IV or Assistant Director after evaluation of the evidence
through review of the NYPD paperwork (vouchers, requests for laboratory
examinations, and NYPD reports), discussions with the NYPD, and/or discussions
with assistant district attorneys. The scheduled analysis can dhanigetized
items are negative and additional evidence must be examined, or if additional
evidence is accepted by the laboratory.
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2. For post-mortem items submitted by the OCME medical examiners, the decision

of what analyses are to be performed is generally made by a Criminalist Ior IV
from the X-team after evaluation of the items through review of the OC I:%
paperwork and/or discussions with the medical examiner. For post-r&w
sexual assault kits (or swabs submitted separately), serology testi DNA
testing is not done automatically (with the exception of homicide §ages). Instead,
the medical examiner responsible for the autopsy is notified arﬁe ked to reply if
testing is needed. For most such items, the Department o nsic Biology will
assign a case number and store the items without sche@liNgTesting. The
Scheduled Analysis can change if the medical exami PD and/or assistant
district attorneys later decide the analysis is needed.

Target dates 6 (5\0

Target dates are assigned by the gvi Si -@am and/or supervisors based on the
available information. Target date amen ports are entered by the individual
who creates the assignment for ]Re endeq ort.

Case Type v (' ‘cgefault Target Date
Homicide v Q\V 60 days
Sexual Assault (Kit DNA (k) . 60 days
Sexual Assault (Additiong\\fl‘dence) 60 days
Forensic Paternity(' ‘C) . 60 days
Property Crime ~7 60 days
Weapons n< E 60 days
Assaultfov 60 days
Miss@érsons 30 days
Et 30 days

e itochondrial DNA 90 days
Proficiency Assigned by vendor
Amended Reports (all Case Types) Same as Assignment Start Date
Miscellaneous 60 days
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Target dates can fluctuate in order to accommodate court dates, investigative leads, high
priority case, or if additional evidence is signed into the laboratory.

Regardless of the target date, a report should be written and submitted for !e\mo later
than seven calendar days after the last analytical results are available. (1;6
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E. Caseflow
General Processing Flow Chart %

HOMICIDE, SEXUAL
ASSAULT, ASSAULT,
AND MISCELLANEOUS
CASES

PATERNITY, MISSING
PERSONS, AND
SUSPECT CASES

IDENTIFY
BLOOD/SEMEN/

e 5 \Oﬁ

EXTRACT

TYPE IN ,\
IDENT{.
Q)

COMPARE TO
VICTIM,
SUSPECT(S),
Q AND DATABASE

0((\ '

RECUT OR

SUBMIT TO
IDENTIFILER™,

: O YM1, AS NEEDED
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Sexual Assault Kit (SAK) Processing Flow Chart

EA PROCESSES SAK

FILE TO “CLOSE SAK”

EXEMPLAR
ENVELOPE TO “IN

A

PROGRESS”

SEROLOGY RESULTS
RECEIVED AND

RACK

SPERM / P30
POSITIVE?

YES

l

COLLATED

A

SAK TO “IQ
PROGﬁ
\

V4

W\

3} STAYS WITH EA

DETERMINE DNA RA

IS THERE A

0

SAK IS CLOSED AND
RETURNED.

FILE TO EA FOR
SEROLOGY REPORT

CUT POSITIVE ITEMS Q
FOR DNA
EXTRACTION é

SAK IS CLOSED AND
TO "PENDING”

SEND REQUEST FOR
(V) EXEMPLAR

FILE TO DNA RA

CUTTING
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EA EXAMINES CASE,

Property Crimes Processing Flow Chart
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Sample Scheduling and Submission for High Sensitivity Testing and
Case Transfer 6

High Sensitivity testing is an additional type of testing that is available for S%'(L\ from
all case types. Candidate samples for this testing are touched objects ly consist
of only skin or epithelial cells, and samples that were found to contal aI fluid but
did not yield results with HCN DNA testing techniques. Samples amounts of
DNA template are referred to as Low Template DNA (LT-DNA) a\@s while those

(

with high amounts of DNA template are called High Template HT-DNA) samples.

The High Sensitivity Team may accept cases with touche |ng for homicide, assault,

and sexual assault cases if this is the only evidence im se or if this is the evidence of
ed.

last resort after all other testing options h been e;é

s and as such should be tested with
HT-DNA may also contain samples
\ en HT-DNA testing has been
ervisor should evaluate the case for potential

Touched objects often yield potentj gj
High Sensitivity methods. Cases initi
with the potential for High Sen@estl
completed, the Reporting A and/
High Sensitivity testing.

infer the mechanism of deposi f that DNA. If DNA is not detected on a touched
object, this does not |nd|ca f contact. Therefore, the relevance of generating a
DNA profile(s) on an |te uId be carefully considered prior to testing. For most cases,
if informative profla@ duced with HT-DNA testing, additional High Sensitivity
te
t

Detecting DNA on a touched gt simply indicates the presence of DNA and does not

testing is not warr ven if there are no informative profiles in a case, before
initiating High S Ity testing, if there is an arrested suspect, the ADA assigned to a
case should sulted. If there is no arrested suspect, and no or insufficient
informative @gs, High Sensitivity testing may be attempted.

1. @e Triage

O A sample may be designated for High Sensitivity testing upon initial acceptance
or following testing with HT-DNA testing which does not yield sufficient DNA or
Q a robust profile. A supervisor must approve submission of a previously processed
sample for High Sensitivity testin§ince DNA extracts degrade with time, High
Sensitivity testing may commence prior to completion of standard testing and its
review.
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a. Samples that would potentially yield low amounts of DNA are typically

objects that have been handled and do not contain biological fluid

item, the High Sensitivity swab and swabbing procedure sho

ch as
blood, semen, saliva, or even sweat. If an analyst is swabbing S%E%

utilized. These samples may include but are not limited to: (1/

1)

Any touched object

a)
b)
c)
d)
e)
f)

9)
h)
i)

),

)
O
R

Side of bottles, cans or containers ( 0 ths)
Business, credit, identification, né) phone cards

Keyboards or computer mice

Keys O
Handles of @s |tem@s\cT1 as brushes, combs etc
Jewelry A ’\Q

Lett envel

rma&
oucheg foy Cell phones, glasses, PDAs, MP3 players etc

strings, tape, zipties, or objects used for binding or
S ation

ets, purses, or bags including garbage bags
rappers for condoms or candy etc

Weapons
i) Bat, broom, hand saw, ice pick handles
i) Bombs

iii) Gun handles, triggers, magazines
iv) Knife handles
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2) Finger or palm prints
3) Swabs that were previously taken from touched objects s@:
e

a) Counters or banisters (these may often yield mi% and

should be accepted as a last resort item)

b) Headboards }\\(1/

C) Portals such as window sills or door h\ S

d) Switches for lights etc %

e) Steering wheels or handles of{ag
4) Swabs taken by the | [ tory prior to fingerprint

treatment unless it possible blood, semen, or saliva

was recovereg the swab is KM positive upon

There are St%
Sensitivity or HT

upon the specific
consider sam
samples th

am@[@t may not easily be categorized as either High
N ing appropriate; sample triage will depend

the case. Nevertheless, as a general guideline,

t are handled to be High Sensitivity samples whereas
potentially contain saliva, sweat, blood or semen

ed HT-DNA samples. If HT-DNA samples do not yield

n be subsequently transferred for High Sensitivity testing.

amounts of DNA for HT-DNA testing are:

1&\ Some examples of samples that typically contain low but sufficient

O\}((\

QO

a) Cell phones (particularly the mouth piece)

b) Clothing that will be scraped

C) Food items that have been partially consumed
d) Gloves
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2) If an analyst is swabbing such an item, the High Sensitivity swab
and swabbing procedure should be utilized.
C. If a case does not produce an informative DNA profile with HT,
testing, the following samples should be considered for su nto

High Sensitivity Testing pending approval of a supervisor:\
1) Those with insufficient DNA for PCR DNA typi

a) Amylase, P30, or KM positive

b) Scrapings or swabs of any hand cts

2) Those that produce a poor STR profilﬂdespite a sufficient
guantitation value

3) Note that if HT-D @ ing in

best LT-DNA tes an on
component of" iXturgNYN

S the presence of a mixture, at
erate the profile of the major
or components may be used for

comparlson cann& deduced unless the sample is an
intimate
d. For cases |ng, specific information is needed on where
the individual (“On the arm” or “On the neck” is acceptable;
“somewhere on |rt is not acceptable). Exemplars from the victim(s)
must be sub rior to any touched clothing is tested.
2. Sample Schedu@
a. Whe se is submitted for High Sensitivity DNA testing, all relevant

log®poks and databases should be completed as with HT-DNA testing. If
e‘ease already has an entry in the database for HT-DNA testing, a
cond entry should be made for the High Sensitivity DNA testing portion.
& In this instance, the date received is defined as the date the case was
0 transferred to the High Sensitivity team. However, if the evidence is not

O stored in the Forensic Biology Department, the date received is defined as
O the day the evidence returns to the lab.
Q b. High Sensitivity cases have a 60 day target date.

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT

MANUAL
CASE ACCEPTANCE
DATE EFFECTIVE APPROVING AUTHORITY PAGE
04-01-2014 QUALITY ASSURANCE MANAGER 37 OF 172
C. If cases only contain LT-DNA-type items scheduled for examination, the

case should be transferred directly to the High Sensitivity team for
examination. A rack is situated in the evidence exam room for th s@
These items are scheduled with the letter on the Scheduled A@c

designated for “High Sensitivity testing”. (1/

d in the
-DNA items(s)

d. If HT-DNA type evidence is the only type of evidence s
case, but LT-DNA-type evidence is also included, t
should be scheduled with the appropriate letter f
examination until supervisor establishes case
or fewer HCN type items are scheduled aloge

"OR if, in general, 5
5 LT-DNA items, the

case may be assigned as a “Hybrid” case, Section F below.

1) After HT-DNA testin bee leted and case circumstances
suggest that LT; Id be done on some items/samples,
the Reportin pervisor may submit the file to the

[ ity aluation..

a) |If &IS ang d suspect, first contact the ADA assigned to
de ine he er High Sensitivity DNA testing is warranted.

b) If there 0 suspect consult the relevant agency investigating

the |r(
3. Case Files and 6@%

a. If HT?I\P\ testing has already been started or completed in a case, a
se\r;t le may be generated when items are tested by the High
ensltivity team. The HT-DNA testing results may be located in file 1 of
@ nd the second file may contain High Sensitivity DNA testing results.
é If HT-DNA testing has concluded and the report has been reviewed,
O forward the file to the High Sensitivity DNA team for evaluation..
QO C. High Sensitivity DNA testing may begin prior to completion of HT-DNA
technical review, upon supervisory approval. It is advantageous to perform
High Sensitivity DNA testing promptly since small amounts of DNA

likely degrade with time, and thus, over time, the probability of a good
result may decrease. See below for details pertaining to case transfer.
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d. Transfer of a sample for High Sensitivity DNA testing for a case also

O\}((\

QO

undergoing HT-DNA testing or technical review involves the followjzg:

1) The HT-DNA analyst should submit the case file to a Hi \
Sensitivity supervisor so that copies of the contact sh ate, the

61 report, and relevant laboratory requests and voucRergscan be made

and included in the High Sensitivity file.

The High Sensitivity supervisor should the Qe the case to
determine which samples need LT-DNA . If items need
additional examination, the High Sensitivi pervisor will schedule
those items for examination, create database record, and
transfer the relevant chgin of cust iaéo the new High Sensitivity
case file. (Following@inaﬂor@ High Sensitivity analyst
should return th‘ei I cha{Q( ustody to the original case file).
2) Ifthe sampleﬂ@lread@q extracted, the extract location, and the
name and n of t@ levant extraction or microcon negatives
will be yt @ Sensitivity supervisor. When the samples
are bro%into hey.I-DNA laboratory, state “transferred to
HiSens” (or a\gimitar statement indicating the transfer) in the DNA
tracking sh he High Sensitivity team will temporarily transfer
the extr@ to the LT-DNA facility, where it will be stored in a
cryob eled “transferred from HSC testing”. A new tracking
she | specify all aliquots for High Sensitivity testing and will be
é)) the High Sensitivity file. Upon completion of High
S

\e itivity PCR DNA testing, the original extract tube will be
turned to its original storage location with a note on the tracking

@ indicating its transfer.

3) When necessary, the High Sensitivity team may re-cut a sample
whose chain of custody is in the original case file. The High
Sensitivity team member will arrange with the original HT-DNA
case analyst, if necessary, for temporary possession of the file in
order to gain custody of the sample.

4)  The original HT-DNA analyst should notify the High Sensitivity
team regarding the victim’s profile, if available.
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5) The High Sensitivity team should be notified immediately of any

relevant suspect profiles. c

4, Report Notations

In both reports, a reference to the other report should be made a\(%lng to the
following situations:

a. HT-DNA report: If the case file will be submitted @S igh Sensitivity
to the High

team for evaluation, state “This case will be fo
Sensitivity group for further evaluation.”

b. High Sensitivity DNA report:
1) If the HT-DNA report
additional report. F eviou
disposition, see’ rt dat
2) Ifthe HT-D e ort yet issued, the HSC report will be an
additional tto the High Sensitivity report.

5. Communication E C)

When a case is proce@for High Sensitivity and HT-DNA testing
simultaneously, an f both teams must communicate and share results.

Moreover, when e§tihg occurs subsequently, the High Sensitivity DNA analyst
should relay o the HT-DNA analyst.

Communk%tion between analysts sharing cases facilitates such necessary tasks as
the foll

a& Comparison of foreign profiles in either file to mixtures suitable for
\} comparison in the other
O 4 Assignment of foreign profile monikers (i.e. Male Donor A, B, C...)
QO C. Establishment of report dates and report order
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G. Sample Scheduling and Submission for Hybrid Testing

Hybrid cases are those cases classified as either a homicide or assault and w '(%clude
informative HT-DNA and LT-DNA type items. In general, the number of ea@b/.}e of

sample scheduled is limited to 5 HT-DNA and 5 LT-DNA type items (for f ten

items per case). In some instances, it may be appropriate to split the,c ‘:ﬁofto HT-DNA
and High Sensitivity portions and to process the samples separatel;
situations, the results of each type of testing will need to be compg
with any other case split between two groups for testing. Refei(g
in this manual for scheduling of High Sensitivity and HT-DN “- :

1. Examples of cases appropriate for Hybrid testin@as follows:

ver, in these
ke with each other as
(Re appropriate sections

- Assault allegedly committed %berson é&ersons unknown to the victim
*
- Cases including gun swakSplus 5 er HT-DNA type items
2. Examples of cases th& NOT c@ﬁopriate for Hybrid testing are as follows:

a. Assault or hggnicide Qsﬁs where the HT-DNA evidence is likely to be
more informative tOxthe investigation than the High Sensitivity evidence.

b. Assault case&@h weapons such as knifes, bats, sticks, etc., for which
there is an ?5 and/or the individuals involved obviously knew each
other (i @ ther- daughter, husband-wsepuld NOT be scheduled as
hybri@es. The handle of the weapon should NOT be scheduled for

Hig(' sitivity testing

Thes@s should be assigned for HT-DNA testing only; if in the future, testing
@ andle of the weapon is requested, this can be done by the High Sensitivity

:bo Homicide cases with arrested suspects SHOULD have weapons scheduled for
High Sensitivity testing (if applicable).

4, If knifes, bats, etc., are found in suspect’s homes, cars, or on the suspect’s person,
these should be scheduled for blood and HT-DNA testing only as well.
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5. Sample Scheduling

When a case is submitted for Hybrid testing, all relevant logbooks and ﬁ@ses
should be completed as with any other testing. If the case already h n\entry in

the database for testing with the same or another group within th second
entry should be made for the Hybrid testing portion. In this instange e date
received is defined as the date the case was transferred to th rd team.

However, if the evidence is not stored in the Forensic Biol epartment, the
date received is defined as the day the evidence return \u lab.

Hybrid cases have a 60 day target date. Q

A “Hybrid” rack is situated in the e\&nce sigrb@ea for these files.

The Schedule of Analysis for a rid ev@@item may indicate that no High
Sensitivity samples are to b b&lecteda r sent for extraction unless a KM+
stain has been identified titem% likelihood that a given item of
evidence is truly assogidtegl*with a@ etrator should be considered when making
the above determingd Fo ple, in an assault case where the victim was
stabbed, no further ¥sting @ ypically be performed on a knife from which no
KM+ stains were found uNessTt is somehow clear from the available information

that the knife was hand| a perpetrator (and there is no other evidence in the
case from which they ication of the perpetrator’'s DNA profile is likely to be
more successful significant).

a. Somﬁn&?in addition to the actual evidence item, swabs collected from
thag it y the NYPD are also received for testing. In these situations it

i n appropriate for the Schedule of Analysis to indicate that KM

ting on the item is not necessary if one of the associated NYPD swabs

found to be KM+.

6. \b)ther evidence is included in the case that does not warrant testing, these items
Oshould be scheduled: “Do not schedule for examination until supervisor

Q establishes case status.”
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THIS PAGE INTENTIONALLY LEFT BLAI\{

Revision Historyg
February 9%0 — Initial version of procedure.
Septemt€2I 7 2010 — Added MiniFiler and PowerPlex Y to the list of PCR DNA Tests Available for use (Section B).
formation for touched clothing acceptance.
012 — Default target date for Sexual Assault DNA Reports was changed to 60 days; Sexual Assault Serology
eport was deleted as a “case type.” Sexual Assault Kit Processing Flow Chart was revised since positive serology
eports are no longer written routinely.

April 4, 2013 — Footnote in Section A concerning “known individuals” was revised.. Added target date information for
Amended Reports to the chart in Section D; language on time period for supervisors to complete technical reviews
softened to “should” to infer guidance rather than absolute requirement. Policy for processing of non-homicide post-
mortem items (Section C.2) was added.

April 1, 2014- Procedure revised to include YFiler information.
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Evidence Control
GUIDING PRINCIPLES AND SCOPE \6

The appropriate tracking and storage of evidence and work product is critical fgé gnSdring that
the value of the Department’s testing results is not compromised. Chain-of- refers to the
documentation that tracks the receipt of evidence (either post-mortem au &pecimens or
physical evidence obtained through investigations), through the analytj cess, until it leaves
the control of the laboratory. Unique identifiers on evidence |tems that chain of custody
records and examination records can be associated with the corre ence.

The laboratory receives evidence primarily from he OCME e Unit. “Evidence” is
equivalent to a “test item”. The Evidence Unit ag¥gns a n (EU number) to the evidence
and stores it under lock and key. Only Ewder@ it p el have access to these locations.
Evidence from the OCME is received of ME locations via the Evidence Unit. At

the conclusion of the scientific testi idence is usually returned to the Evidence
Unit and other evidence is return submitting agency.

The NYPD and other agencies and | $ sm ¥rig evidence directly to the laboratory.
Il
e NY

The Department of Forensic Biology d Work product” as information or samples
generated during the course of a sc{ C examination of evidence, such as graphs, 35 mm
slides, photographs, extracted D mplified DNA, electropherograms, FTIR cards, or stained

slides prepared from sample ¢ S.
PROCEDURE \

A. Case nu

Cas bers are discussed in the Evidence Sign-In procedure.

B. &énce Item and Sample Identifiers

Qach evidence item and sample from the evidemest be given a unique identifying
number, clearly shown in the notes. A standard approach should be taken. The sections
below describe the evidence and sample identification system implemented within the
Laboratory Information Management System (LIMS). Evidence and sample identifiers
used with evidence received pre-LIMS will not necessarily conform to this specific
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system; however, the requirement for uniqueness remains.
1. An “item” refers to a single piece of evidence received by the laboratory. c

a. Vouchered evidence Primary evidence items are named as followg \

(FB#)_(last 3 digits of voucher)_(item#)_(short description< 6 char?c\{;/

For example, FB11-00123 546 1 Hat

(Note: the short description for the evidence item car@anged by the analyst
upon examination)

b. Postmortem (non-vouchered) e&ance. S\'O

(FB#)_PM_(item #)_(short descri < 6c\r S)
FB12-00009 PM_1 bonéQ\ 6
i1 bor Q

c. Subitems Occas gUy, 0 t@submitted as one item actually consists of
more than one itemXIn thesg sijuations a “sub-item” number is incorporated into
the item numbering form example:

(FB#)_(last 3 digits O%Qar)_(iten#).(wbiterr#)_(short description)

Two socks lis tem 2 are itemized individually as 2.1 and 2.2. The evidence
items will thgref@f€ be named as follows:

FBll-O&Sv_546_2.1_sock and FB11-00123 546_2.2_sock
d. (outside jurisdiction, proficiency tests)

\Dternal cases, such as proficiency tests, and outside jurisdiction cases do not use
Oa voucher so the OCME ID format is slightly different. The format is:

Q ( FB#)_(item#) (short description)

The OCME ID makes use of the entire FB number and uses only the first 6
characters of the item description. The item number is whatever is listed at the
time that the EU number is created.
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2. A “sample” is a portion of the evidence item (or sub-item) from which matgrial is
obtained that will be subjected to testing. An evidence item may have rgo an

one sample. Evidence samples for vouchered evidence are named6 OWS:

(FB#)_(last 3 digits of voucher)_(item#)_(evidence sample#)_(short dégbw'on <
6 characters)

The area that is scraped will be considered as evidenceégQ% 1 from the hat and
will be named FB11-00123 546 1 1 Hat. Q

3. A “cutting” is that portion of the sample actually t d, for example the scrapings
from an area on an article of cIothig)r a porti a bloodstain sent for

extraction. @ @
(FB#)_(last 3 digits of vouchef)Q%m#)_(@e sample#).(cutting#)_(short

description < 6 characters &

Therefore, the porti &t e r@ugs actually being sent for testing would be
named F|311-0012%26_1§1.1, at,

4, Identifiers for cuttings @hmples created for PM, internal, and outside
jurisdiction cases wiﬂ\@ the same logic as for the vouchered evidence from

external cases. Q
X

A propeggQ seal that prevents loss, cross-transfer, or contamination of evidence

C. Evidence Se

while en that attempted entry into the evidence container is detectable. Proper
seals include heat seals, tape seals, or a lock with the initials of the person creating
the&eing placed on the seal or across the seal onto the container. Staples alone are

r@ roper seal.

he preferred type of proper seal used internally by the Department is a tape seal that
bears the initials of the person who created the seal on the seal or across the seal and onto
the container, and the date. Staples alone are not an acceptableadéedugh they may
be used in conjunction with tape to make it easier to apply a tape seal to a container
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If evidence that is received by Department does not have a proper seal, an Evidgnce
Deficiency/Discrepancy must be completed and forwarded to a supervisor for %/al
The condition of the seal is also recorded during the Evidence Packaging d&entaﬂon

process.

All evidence returned to the Evidence Unit must be properly sealed. \wlement
improper original seals with a laboratory seal; however, preserve rlglnal seals
(including the initials of the person who created the seal) as m ‘Q possible. If this is
not possible, consult with a supervisor for the best course o@

Evidence receipt O\

Most evidence is accepted into the OC@ the E¥dpnce Unit and is assigned an
Evidence Unit number. All eV|dence be fnately packaged as suitable for the
item type when the laboratory rec i it. In I, most evidence should be placed in
breathable paper or Tyvek. So es evi e may be received in foil or foil-like

containers, cardboard boxes

plasti @tainers. All evidence received in the
laboratory must be prope é

The paperwork transferred with V|dence is reviewed to ensure that the evidence
belongs in the Forensic BIO| artment Generally, the following items are not
accepted:

() Items requiri @Qrprint exams
(2) Items inten@)r hair/fiber exams
(3) Items intgaded for gunshot residue exams

4) Hair, le other trace evidence
(5) Clot rom the deceased

dencesent from the OCME offices in Manhattan, Brooklyn, Queens, the

d Staten Island is received in sealed, plastic containers. Inside each container is
sport Manifest that has a dated Transport Container Number. Pasted to the

sport Manifest are stickers with case numbers and/or bar codes for the specimens
side the container.
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Chain of Custody %

Evidence from user agencies is transferred from the Evidence Unit, where Q red, to
a member of the Forensic Biology Department. The chain-of-custody pr ecords the
transfer of evidence between individuals and/or between an individu @storage
location. All dates are recorded contemporaneously. a*\

Transfers of evidence items are subject to full chain of custod iIrements. The
movement of evidence samples or work product may be tra a lesser degree, but
these materials are not subject to full chain of custody reqylir nts and do not use the
chain of custody mechanisms described in the next par&p

Custody transfers for pre-LIMS eviden Qrecor n hard copy forms. Custody
transfers for evidence received post are ed using the chain of custody
function in the LIMS application.

Instances arise that require t part e@S Forensic Biology to send evidence to other
agencies or laboratories. rm mstances this is accomplished using overnight
mail services; the shipping'aperwqk j retained in the case record.

Sample witnessing in the{@oratory

After samples are remo @fom the evidence, a witnessing procedure occurs at several
points during the a to help ensure that testing is being performed on the correct
sample. The witne{sinyg step verifies that the sequence of tubes containing DNA or
sample matche hat is recorded on the applicable batch set-up: bloodstain preparation
from whole blﬁe P30 detection, amylase detection, DNA extraction, DNA

guantitation lification set-up, and capillary set-up. The witness documents their
witnessi |ty

a@)} consumption

Q ossible, the entirety of an item or sample should not be consumed during analysis. It

recommended that at least 25% of the sample be saved for future analysis, if needed.
An item or sample may be consumed if the analyst determines that consumption of the
sample is necessary to have the best chance to obtain results; the examination notes must
clearly state this.
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H. Evidence storage and disposition

Evidence is stored in a secure location until it is assigned for analysis. Most e @e is
delivered to the Evidence Unit, assigned an EU number, stored in the EV|d n|t and
then transferred to the Forensic Biology Department for examination. ence that
is not being actively examined, but is still considered to be “in progress’ |
examination, pending review, etc.) is properly sealed and securely ith he
Evidence Unit. 6

The Department may use secure, locking “cages” within the%%tory for the temporary

storage of evidence, such as exemplars, that are belng ac examined.

exemplars from sexual assault evidenc must roperly sealed and their storage
location documented in the Chain of of exase.

l. Retention, return, and dlsp§gwd@§for evidence and work

product
1. Post-Mortem SpeCX~

a. PM sexual ass@vldences returned to the Evidence Unit after

examinatio
b. Other P@mens
/i

2

Retained evidence. Evidence items ret algd for Ion storage e.g., victim

\_/| Blood | Non- Retention Schedule
é. stain? | Blood?
FB cases Y Y Retain all indefinitely.
Non-FB(&! Y Y May discard non-blood after 1 year;
May discard bloodstain afterygars.
,\}‘ N Y May discard non-blood after 4 years.
Y N May discard bloodstain afterykars.
\lﬂlabelled autopsy May discard
specimens
| POC/Fetus n/a Y Retain a small piece and discard the
(criminal activity) remainder*

*For more detailed information on the retention of products of conception (POC), refer to the Evidence
Examination procedure in the Evidence and Case Management Manual.
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Bloodstain cardsare retained in the laboratory at room temperature

. Disposal and disposition guidelines for the residual |IC|UId
are found in the “Bloodstain Preparation from Whole
procedure in the Forensic Biology Serology Proced nual.

Non-blood PM items include things such as hairs, f| tlssues
bones, etc. Non-blood PM items may be stored at r emperature
refrigerated or frozen.

2. NYPD (Vouchered) Evidence

After the analytical work is comple , reports r|tten and technical reviews
are complete, the Evidence Unl |f|ed t evidence may be returned to

the NYPD.
6\
3. Non-NYPD Evudeﬁo &

All evidence submi om D agencies, with the exception of retained
items, is returned diNectly to@ubmitting agency.

AN
4. DNA Extracts
\O

a. Retained D s%&tracts are stored either refrigerated or frozen.

b. Rete@?ndellnes for DNA extracts:

Suggested Retention
nce, non-exemplar Retain indefinitely
emplars and May discard after one year

c}l B missing person cases May discard after one year*
O Labtypes - NYPD personnel Return extract to NYPD representative
Q Labtypes - OCME employees, | May discard after one year unless the
visitors, interns signed consent form specifies a differen

retention period

* A due-diligence check on the status ahising person casshould be performed prior to
discarding extracts. This review will mainly cover post-mortem items and reference samples
submitted for Missing Persons, such as razors and toothbrushes, to avoid disposing of DNA
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extracts in situations where the actual item may have been consumed and the only samples left for

re-testing are the extracts.

C. Extract Tracking. An extract tracking report can be generated b @
LIMS and used to note the general location of DNA extracts i
testing or storage status.

d. Extract Disposal Q'\\

The disposal of DNA extracts is documented ei the LIMS or, for
pre-LIMS samples, on the extract tracking she ia a memo or similar
document which contains sufficient informatipn t0 provide traceability to
specific extracts, e.g., a list of Cryoboxes which extracts were
discarded. The latter methgeNs sugg or use when large quantities of
extracts are being discargeq®

Disposal of Labty ext@ documented in the LabTypes

electronic datab
S S

Amplified DNA is stored ;i\q'gerated. Once final analysis of the amplified DNA

5. Amplified DNA

is complete, the ampli NA can be discarded. Documentation of disposal is

not required.
o)
\C)
O

v

Revision History:
February 9, 20
October 28,

eviden
April 18,

itial version of procedure.

A definition of proper seal is inserted and more direction is provided regarding what must be done if

ceived by the laboratory without a proper seal.

= Added a section on Retention and Disposal guidelines for evidence, DNA extracts, and amplified DNA;

etention schedules for post-mortem samples; renamed “signatures” section as “chain of custody”; added

ed references to applicable management system documents; combined all chain of custody examples into one

ction; deleted “OCME transport of specimens from outer boroughs” section and moved the info into the “Evidence

eceipt” section; deleted the “Specific guidelines for different evidence types” section, and moved the material into
various sections within this revision.

July 16, 2012 — Revisions made for LIMS implementation. Removed large portions of the chain of custody discussion,
particularly many examples; added a large section with the description of the system for evidence and sample
identifiers.
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Evidence Examination

GUIDING PRINCIPLES AND SCOPE

Specific methods to examine evidence varies by case type. Guidelines for th F@waﬂon of the
r

common types of evidence are presented in this procedure. If an analyst e

s any type of

evidence not presented in this procedure, a supervisor shall be consulte er guidance.

PROCEDURE Q%

A.

Note taking — general guidelines

Note taking and evidence documentatlon e mo ortant aspect of casework. Done
improperly, it can jeopardize any anal at fol The notes are used to document
the condition of the packaging and» |be stains that may be found, present
the results of presumptive and/ al tes ort the conclusions of the report, and
refresh the analyst's memory requir, testlfy in court. If the use of paper is
required for notes, use a per nt m@ such as ink—never pencil. Hard copy notes
or sketches must be scan or agsogredion to the case record in LIMS (as applicable).

1.

Note taking starts with @scrlptlon of the evidence packaging, including:

a Type of pa — paper bag, manila envelope, zip-loc bag, etc.
b Conditio ckage — wet, bloody, etc.
Cc Type — stapled, taped, unsealed.
d Ident marks — a brief description of labels, tags, handwritten

n ipns, etc.

Ea @ckagmust be labeled by the analyst with the evidence item identifier
( vidence Control procedure for the numbering scheme), date, and his/her

dwritten initials. Finding the marks in court is easier if the analyst always

Cﬁooses the same location to put his or her marks.

QP

Next is a description of the contents, the evidence itself. Specific suggestions
concerning different types of evidence will be discussed later.

Discrepancies between the voucher, laboratory request form, and the items in the
package must be clearly documented and a deviation must be completed within
the LIMS as necessary. This includes, but is not limited to, items that were

Controlled versions of Department of Forensic Biology Documents only exist electronically on the

Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT

MANUAL

EVIDENCE EXAMINATION

DATE EFFECTIVE APPROVING AUTHORITY PAGE
10-1-2014 QUALITY ASSURANCE MANAGER 52 OF 172

QO

submitted, but were not included on the voucher. These items may also need to
be examined. Give the item the next item number. If upon opening a pacgkage it
was discovered that the description on the voucher was incorrect (for eK , a

tank top was submitted, but the voucher says "T-shirt"), use the corr
he mistake.

description in your notes and subsequent analyses. Do not perp
Standardized worksheets are available with diagrams of pants'&%kts, shoes, etc.,
to aid in documenting stain patterns. If a diagram must b -drawn, make sure
it is large enough to allow room to document all of the s{éj esent. Itis
preferable to have only one diagram per page. Wher@lete, scan this
worksheet to a pdf format and attach to the case re{) ithin the LIMS.

The LIMS has specific worksheets\for the do tation of different types of
items (for example: cigarette bu'@ ernail eral items, etc).

*
grap)@a be substituted for diagrams. Each
photographmust have a r ible i rame, either a plain straight ruler or

an x, y axis ruler. Wh photo is printed, the analyst must mark the
photograph to highg taisng) age, etc., and add the appropriate item or
S
S

Digital, 35 mm, or Polaroid

sample identifier, thianaly: Ilals and date to the photograph. When
complete, scan photogra a pdf format and attach to the case record within
the LIMS. The original @ ut may be retained in the case file (if a hard copy
exists) or discarded.\

Each item of v@‘%]ust be marked by the analyst with the case number,
voucher nungben, Ttem number, date, and handwritten initials. Marking may be
done by affixitg a tag with the information or by writing directly on the item.

Qns are made on hard copy examination documentation, a strike-through
drawn through the error; and initialed and dated by the person making the

ges. Additional notations, including interlineations, made on the

amination documentation must also be initialed and dated. Nbirs@rate,

including using “white-out,” any notes or entry in a worksheet.

If con

If an error is found on the data recorded within in the LIMS, the corrections
should be made in the LIMS by the appropriate level of user. These changes are
tracked within the LIMS, including the date, time, and name of the user making
the changes.
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4. Each sample/stain that will be tested mustgiven a unique identifying number,

clearly shown in the notes. See the “Evidence Control” procedure for the gample
identification scheme. Each stamust be hand marked by the analyst. @
may be done by affixing a tag with the information or by writing direc%

item.

For most tests, the LIMS will generate a functional report doc \ﬁing the test
and the results. It is the responsibility of the IA/RA to ens at the appropriate
reports are printed and inserted into the hard copy the |

B.  Preparing for evidence examination \Q

Before examining evidence, certain prep@ons sho made:

1. Review the Schedule of Anal r a o be performed on the item(s) in
the case. Review all the infc tron p d in the case record. This includes
the Communication Log ers r sts for laboratory examination, any
previous laboratory re and reports If further information or
clarification is nee ta| @ bre beginning analyses.

2. Plan your approach to th ase Certain items may have greater potential
informational value th rs, or may need to be analyzed first as an

investigative aid. \
3. Ensure thatgl}@e earing the proper Personal Protective Equipment.

k area. The bench must be clean and free of clutter. The LIMS

e sufficiently charged if on battery power. Both the bench and the

mouse, keyboard, and cart handle should be wiped down with 10%

ollowed by 70% ethanol. The work area should then be covered with

r to prevent the loss of small particles of evidence and to prevent the cross-

Qénsfer of materials from one item to another. Change the paper when a new case

O is begun, between different types of evidence within a case (such as between

victim’s and suspect’s belongings), between different vouchers in a case, or

Q whenever necessary. Gloves should be changed as frequently as bench paper is
changed, or whenever necessary.

4. Prepare ¥ge

5. Make sure the necessary tools and reagents for the examination are clean and
conveniently located, that there is adequate lighting available, and that note taking
materials are at hand to record your observations.
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Evidence examination — general guidelines b
The examination of objects will be described in a general sense, covering a br& nge

of topics applicable to most items of evidence.

Record the Evidence Packaging as the initial documentation of each jte (1/

NOTE:

d after each

en distilled

d between each

er scraping an item.

All cutting utensils, tweezers, etc. must be cleaned bef
use. The recommended cleaning method is 10% bl
water, and then 70% ethanol. Gloves should be
item, and as needed. Lab coat should be chang<

I relate to%@ase may be packaged in a
d not be examined or counted as

al or notes should be attached or
|nd|v ewdence packages, verify that outer

cher. Open the packaging. Avoid

Individual evidence packages that
mesh bag for convenience. Thi
a packaging material. No doc
written on the mesh bag. FC
packaging corresponds eque
breaking existing seal n pos

Remove items from% ackag ith care. Remember, materials of evidentiary
value may adhere to the 1I®m and/or the packaging. Opening the evidence over
bench paper will prev loss of these materials.

Examine one |tem€& time.

If it is knowr@? an item still requires trace evidence examinations, place an

addltlonatghn of thin (newspaper weight) paper on top of the regular paper prior
to openy item of evidence. When done examining the item, wrap it up in the
thin and place the entire bundle back into the original packaging. Any trace
ey e that was dislodged from the item must be retained within the thin paper.

4, c}}e certain that the previous item has been re-packaged before opening another

QP

item on the work surface.

If an item of evidence is found to be wet when opened, the item should be
allowed to air dry. The item should not be heated or exposed to direct sunlight. If
the item has become foul smelling, allow it to dry in the fume hood with the fan
running. If mold is present, consult a supervisor to determine if further testing is
suitable.
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6. The initial evaluation of the evidence is a visual inspection. It may be necessary

to use a high intensity light source, UV light source, or alternate light sour,
during the inspection, especially if semen or saliva is suspected. Magn@n
may be necessary.

7. A tactile examination is sometimes helpful for locating some biolagi¢a stains,
notably semen stains. Using gloved fingertips, lightly brush ovexthe surface of
the object, feeling for changes in surface texture or stiffne

8. Remove any easily visible surface debris such as haj %rs, wood fragments,
etc. and return to the original package within a seal (Qn envelope with
appropriate markings indicating case number, vo&fr number, item number, date
and initials. The location on the itex of all tra ence removed should be
documented by diagram, photo@, or de@fed in the notes.

*

9. Perform the appropriate sci g tes h as Kastle-Meyer or Acid
Phosphatase. The lotn of al ents and control testing results must be

documented prior to u sure t@ e reagent isn’'t an expired lot within the
LIMS. a : @)

10. All positive biologica stahﬁg& positive, amylase positive and/or PSA positive)
must be documented b s, diagrams, and/or photography. Note the location
of the stain, size, h S (soaked into fabric, surface smear, etc.). Each
photographmust h ruler visible in the frame, either a plain straight ruler or
an x, y axis r eo

Ifitisap at there is a spatter pattern, consult a supervisor for guidance.
Select a&pﬂ ate stains for further testing based on any spatter analysis.

D nt whether or not the biological stains exhibit directionality, if applicable.

11. @t, scrape, and/or swab the stain from the evidence item at the time of
()examination for the purpose of further testing.

Q When swabbing an area, the number of swabs colleutistibe recorded.
Swabbing should only be done when cutting a stain is not practical or
recommended.

12. When the examination of an item or voucher is complete (body fluid
identification complete and appropriate samples/cuttings submitted for DNA
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testing), seal the packaging with a permanent seal. The original packaging must
be sealed at all entry points. All seals must be individually initialed and dajed
across the tape edge. If multiple items of evidence are separately pac %or a
single case, these items may be collected and stored in a mesh bag
bag is used only for the sake of convenience in grouping related
should not be tagged, labeled, or have any documentation attach&c’l
bag itself. Transfer the evidence to the Evidence Unit or securé\i
for storage.

the mesh
rage location

Since post-mortem items are not vouchered, transfer@o retained storage once
they are ready for storage.

Each time a retained sample is rensgved for a & the chain of custody must
reflect this. The retained sample age m e opened and re-sealed according
to Departmental gwdellnes

13.  Unless there is case |nfo \n to tiﬁ ntrary all samples will be processed as
if DNA typing is to be

a. For possible oodstﬁ? at have tested positive with a presumptive test
for blood, a portlo tain or swab may be submitted for DNA

extraction, depe on the case type.
b. For p055|ble stains that have tested positive with a presumptive test

for semen, ion of the stain or swab is submitted immediately for PSA

testin
C. For %{2 assault kit swabs with accompanying smears, a portion of the
ubmitted directly for DNA extraction if sperm are found on the
% s. If no sperm are seen on the smear, perform PSA testing on the
d 0

. r sexual assault kit swabs without accompanying smears, a portion of
the swab is submitted for PSA testing.
\B‘ For possible saliva samples, a portion of the stain or swab is submitted for
O amylase testing.

04. If a sample is positive for PSA or amylase, a portion of the stain or swab may be
submitted for DNA extraction, as necessary.

15.  To prepare samples for DNA extraction, label extraction tubes with the sample
identifier and add one of the following:
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a. Blood — portion of bloodstain or swab about 3mm square, enough
scrapings to give a light straw colored extract, jdr @/hole blood
b. Semen — portion of semen stain about 5Smm square, one third of b, or

3uL of whole semen
Amylase — portion of stain about 5mm square or one third Q@ab.

Scrapings (of clothing items)
e. Swab(s) of touched items

Qo

Be mindful of the amount of scrapings and/or SD@( s being placed in
extraction tubes. Excessive amounts of substr hinder the extraction
process.

ule the ap Qate extraction procedure for
n stains, touched items, other
mple for an incorrect extraction
esults being declared inconclusive;
estions about whether a particular

Create the sample and sch
the sample (exemplars, b
evidence, or one- step)
process may lead to N\
see a supervisor i
sample is evid rane

All extraction; es S be transferred to an extraction refrigerator.

When handling @ ample:
Use@'

an cutting surface for each sample, such as a lint-free

¢e clean scissors for cutting each sample.
3)\ se lint-free wipes or clean tube openers to open sample tubes and
blood tubes

§ If possible, the entirety of an item or sample should not be
consumed during analysis. It is recommended that at least 25% of
& the sample be saved for future analysis, if needed. However, if in
00 the opinion of the analyst (or for touched items), consumption of
O the sample is necessary to have the best chance to obtain results,
Q the item or sample may be consumed; the notes must clearly state
this.

16. During the normal course of examination in a limited access laboratory, evidence
need not be sealed when left unattended for a short period of time (such as when
the analyst takes a lunch break). However, measures must be taken to prevent the
unattended evidence from coming into accidental contact with other items of
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D.

evidence or personnel. For example, swabs and small clothing items should be
returned to its containers, and larger items (such as bed sheets on an exgmination
hanger) should be moved to areas of the laboratory where accidental c by
other personnel will be limited. N

Direct any questions regarding what prevention measures shouldgl)aken toa
supervisor prior to leaving the evidence unattended.

17. Evidence in the process of examination may not be lef ded overnight
without first consulting with a supervisor. Without pri oval from a
supervisor, all evidence must be properly sealed and rned to a secure storage
location at the end of the day.

Under certain circumstances, th rV|sor aIIow evidence in the process of
examination to be left unatten rn owever, this practice is to be
limited based on the necesSi nd th facmdental contact with other items
of evidence or personnel be m| ed (see Paragraph 16, above). For
example, a superwsor ppro dence to be left unattended overnight if an
item of evidence is to when opened and must be air dried or dried in
a hood with the fan ¥inning. @Mever the supervisor must ensure that all risks of
accidental contact with o ms of evidence or personnel are minimized.

Evidence examinatio eapons

Weapons are freqt@ submitted for bloodstain or tissue examinations or for the
recovery of DNA¢ronT skin cells. Weapons can consist of knives, guns, bottles, baseball
bats, and nu other items

Weapon Id be thoroughly described and examined. Follow the general guidelines

for noté ng and evidence examination when examining any weapon.

e of sharp objects that have penetrated their packaging and/or are loose
e their package and could inflict injury.

Complete the General Packaging Worksheet as the initial documentation of each item.

Complete the General Item Examination Worksheet for each item.
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1. Describe the general condition of the item, such as presence of rust or fingerprint
powder. Certain weapons should be tethered within their evidence packagimg. If
not, a deviation should be logged. '\C ;
2. Measure the physical dimensions of the item. In the case of a knj % should

include description of knife blade such as thickness, shape, cros§:s¢gtional shape,
length, width, number of blades, brand names, etc. Trace andN otograph the
knife.

3. If necessary, examine under a magnifier or stereomi@e for traces of fibers,
hairs, blood, or other materials of evidentiary val ace evidence removed
should be documented in the notes usmg descngqs diagrams, and/or
photography.

4, Look carefully for directional s rs of.b n weapons. Discuss any
directional stains with a sup‘ or bef@\ rforming any analyses.

5. Knives, sheaths, or ot apon be dismantled as necessary for further
examination. Alw r diagram the intact items before dismantling.
6. All stains mustbe docum y notes, diagrams, and/or photography. Note the

location of the stain, s aviness (soaked into fabric, surface smear, etc.), and
any directionality of éé in pattern. Each photograpkt have a ruler visible
in the frame, eithe@ aight ruler or an x, y axis ruler.

7. Make every@ﬁo avoid positive serology stains when sampling the handle of a
weapon. 5{: there is an indication that the suspect was bleeding, this technique
will ass@ isolating the desired DNA profile. In cases where the “handle” of the
weapgé unknown (e.g., crowbar), treat each end separately as if it could have
b handle.

8. Qﬂer examining a knife or other sharp object, package it in a safe manner
O(fastened and/or wrapped within the original packaging) for return to the

Q Evidence Unit.
Evidence examination — clothing

Follow the general guidelines for note taking and evidence examination when examining
any item of clothing.
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Record the Evidence Packaging Worksheet as the initial documentation of each jtem.

Complete the Clothing Description or General ltem Examination Workshee ch
separate clothing item.

1. Describe the color or pattern of the item of clothing, fabric ty X‘nm, corduroy,
etc.), fabric make-up (cotton, polyester, etc., from label, if é§nt , and size (if
marked on item). If an item is submitted inside-out, rec \Q information.

N

Spread out the item of clothing, looking carefully at rgont, back, and inside for
any possible evidentiary material. O{

3. Describe the general cleanliness (@»e item @bthing. Note any defined soiled
areas (biological and/or non-bi @cal) orQe arment, for example, knees,

buttocks, or cuffs. Note Whhq& the g@e t appears freshly washed or not (for

example, wet or damp). &

Describe any dam ‘o clo n@v ich may have evidentiary value. For

example, torn or mgwg bu@, orn or cut areas, damaged areas, or burned

areas should be describ

»

o

Note the presence OlSZ suspected stab holes or bullet holes. Diagram the
location, orientatio? e, and shape of any holes. Do not overlook the possibility
that more tha t@ ole may be caused by a single stab or shot due to the folding
of the fabricé W?I n sampling a stain from the area of a suspected stab hole or
bullet holg\h otcut through or otherwise disturb the hole. Take a sample

away fr@ e existing hole.

6. C examine any pockets, inside and out. The preferred method is to gently
e outside of the pocket to determine if there are any contents. Tweezers may
used to turn pockets inside out. Caution is advised when placing the hand in
OCJa pocket. An unexpected sharp object could cause serious injury.

Carefully examine the waistband, lining, cuff area, and collar area. This may
require turning an item inside out.

8. Shoes have many crevices, which could retain material of evidentiary value and
therefore should be examined carefully. Look carefully in the groove between the
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sole and upper shoe. Shoes with tongues should be checked for blood, which may
have fallen between the shoelaces.

Shoes may be dismantled as necessary for further examination. Al
photograph or diagram the intact items before dismantling. (]/V%

of the stain, size, heaviness (soaked into fabric, surface s c.), and any
directionality of the stain pattern. Each photograph mu & a ruler visible in
the frame, either a plain straight ruler or an x, y axis r,

9. Document stains by diagrams, description, and/or photograp h@o e the location
s e

Evidence examination — clothing (fc@kin cellsg'o

Clothing items that are scheduled Io@am' the DNA of the individual who
wore the item should be processe g the ing method. Follow the general
guidelines for note taking and e e exaﬁ tion when examining any item of

clothing. & OO

Complete the General PacEaging orPsheet as the initial documentation of each item.

Complete the Clothing Descri or General Item Examination Worksheet for each
separate clothing item. \

After the steps descul @?E do the following:

ition to a new lab coat and new gloves, the analyst should wear a
ask/face shield and hair guard. For this technique, you must put on

IMPORTANT : §o ot perform this procedure near an air conditioning unit. In
®® gloves in the following manner; latex gloves, cut-resistant gloves, then

latex gloves as the final layer.

1. ake sure bench-top is covered with paper. Take another piece of bench paper

O and fold the edges on each of the four sides up to form a 1/2 to 3/4 inch high rim.
Tape or staple the corners to maintain the raised edges. For small items the bench
paper should be folded in half before doing this. This will serve as a collection
device for the scrapings.

2. Use a clean unused razorblade to vigorously scrape the inside of the item, paying
special attention to friction areas such as the cuffs and the neck line. Do not
scrape too hard or you will produce too much lint. Make sure to cover the
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complete surface, if possible and appropriate. If the item also contains biological
stains, it is important not to include these areas when scraping.

The best way of doing this is to fold each item symmetrically, lay it d@’at in
the collection bin, and scrape the surface. Re-fold and repeat unti mplete
inside has been scraped. This procedure will produce lint that cd@s the skin
cells; consider this lint as a carrier for the cells.

razorblade), use tweezers to transfer material into an tion tube. If no fibers
are visible, use the razorblade to scrape the bench { surface into an extraction

Collect the lint by brushing the fibers into one cornergg‘gch paper (use

tube O
The scrapings should be d|V|ded to)wo pa@he part goes to extraction. The
remaining part is placed into &ractio and then packaged within an
individual envelope, Iabeled retur e original packaging.

G. Evidence examinatior?&u I@@%mg (for skin cells)

Clothing items that are schedul to be examined for DNA left behind by an assailant
after a physical struggle sho rocessed using either a swabbing or scraping method,
as required based on the rﬁ\' lal being examined Follow the general guidelines for note

taking and evidence exa

lon when examining any item of clothing.

Complete the Gen@ackaging Worksheet as the initial documentation of each item.

Complete the ng Description or General Item Examination Worksheet for each
separate clqimy item.
After t ps described in E., do the following:

O

I TANT : Do not perform this procedure near an air conditioning unit. In
addition to a new lab coat and new gloves, the analyst should wear a

mask/face shield and hair guard. For this technique, you must put on
gloves in the following manner; latex gloves, cut-resistant gloves, then
latex gloves as the final layer.

Make sure the bench-top is covered with paper. Take another piece of bench
paper and fold the edges on each of the four sides up to form a 1/2 to 3/4 inch
high rim. Tape the corners to maintain the raised edges. For small items the bench
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paper should be folded in half before doing this. This will serve as a collection

device for the scrapings. c

2. Determine the substrate of the item of clothing being examined.

3. Based on the material, choose the best method to examine the ib{]l/Refer to the

table below: ?\
Recommended method to use for various b%\

materials

4, For Scraping Swabbing —ﬁ swabbing, swab the
Cotton & Cotton mixture « Spandex

entire bolvest olvest area using irradiated
SDS OyeSter 0% swabs prepared by
Wool Ray;
the @—vﬁ—
Co

Quality Assurance
team moistened with 0.0196 the swabs inside one extraction tube.

5. For material requiring c@&the entire area with a sterile blade and

ng, s
place the scrapingﬁe a\Q@: Ion tube. Make sure to scrape the entire

surface the assailari{was pWpogted to have had contact with. If the item also
contains biological stainsNt is Tmportant not to include these areas when
scraping or swabbing. O

6. After scraping the@fyou may wipe the blade with an irradiated SDS swab to
recover as myc cell evidence as possible. Place the swab inside the same
tube as the §cr gs. Both the scrapings and the SDS swab will be extracted

together qic') sample
Evid examination — sexual assault kits
the general guidelines for note taking and evidence examination when examining
sexual assault kit. Follow the general guidelines for clothing examination when

xamining any clothing items packaged in a sexual assault kit.

Complete the Evidence Packaging Worksheet as the initial documentation of each item.
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Complete the Sexual Offense Evidence Collection Kit Inventory Worksheet and the
Clothing Description Worksheet (for testing of underwear or related items) for fu%er

documentation of each separate clothing item. '\
1. Ensure that the name of the victim corresponds to the name liste
paperwork in the case file. \
2. Indicate whether each kit component is sealed, unsealed, ubmitted, or present

but “not used” (this may require opening of the envelop secutive item
numbers are assigned to only those items that are pr@and used (e.g., 1.1, 1.2,
1.3.1-1.3.2 for swab and smear pairs).

PM kits (all items packaged togeth 1nventory@abel used envelopes with

an item number (see above) and B nun’d@t abel as 1.1, 1.2, etc), analyst’s
initials, and date of examinatio e env S, whether used or unused

should contain the analyst’s {ttals am& entifying case number. All
envelopes and any pape™O assm,% with the PM kit will be retained in the

kit box. For PM SAKS{@ e Sex ffense Evidence Collection Kit Inventory

Worksheet.

PM swabs (items packag&%zggarately): Complete the Packaging and Swab
Examination Workshe Q se swabs should already have item numbers. Refer
to the LIMS Eviden anual.

Vouchered kits: tory kit. Label used envelopes with an item number (see
above) and {he number, analyst’s initials, and date of examination. All the
envelope§$el her used or unuseshould contain the analyst’s initials and the
identifyj& se number. See following for testing of the vouchered Kit.

3. U ear or related items contained within Kit:

\bmderwear or related items(e.qg., pantiliner) are in the kit, complete the
OCIothing Description or General ltem Examination Worksheet. If stains are
O observed, underwear can be documented using the diagrams that are available or
Q by a quick sketch. Photography is not generally needed.
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Testing of underwear or small clothing items contained within kit:

Visually check underwear for any biological stains. Additionally, obsery %
underwear using an alternate light source. If any fluorescing areas erved
circle for further testing. Q

If a whitish, yellowish, or fluorescing stain is observed on the kwear, test the
stain with AP reagent. If the stain is AP positive, make a cutting and submit
the stain for PSA confirmation testing. %

If a pink to reddish-brown stain is observed on the n@mear, test the stain with
KM reagent andAP reagent, even if the area doe t appear to fluoresce with the
aid of the alternate light source. T)'é‘ossmle ce of blood can mask

fluorescence. Regardless of K ts, the needs to be AP tested. KM
positive stains should be docu @

If the time since date of o\g& cei e than 3 months, the analyst should
submit a small portlon rea A testing.

At this point, be sur&that ar@ positive stains submitted to PSA testing are
designated a stain numb ain number should also be designated for KM

positive stains. Positiv s do not need to be separated from the item for
retention purposes. \

If oral sodomy.i Qpected or it is unclear what type of sexual contact occurred in
the case, it necessary to send stains for amylase testing. Consult with
exam supervisdr as needed.

If the@ no biological stains on the item(s), a diagram is not necessary; write a
S scription of the item.

c)@stinq of gauze within the kit:

QO

Examination of gauze is similar to underwear, however all AP positive and
negative stains should be tested for the presumptive presence of amylase.

Note the location from which the gauze was collected. If the location from which
the gauze was taken is known, this information must be includedthe SAK
inventory.
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4, The trace evidencenvelope is used by hospital personnel to collect trace

QO

evidence from the victim’s body and/or the clothing. The victim disrobes grer
examination paper, and the examination paper is collected. &

Since trace evidence examinations are not performed in the Dep of
Forensic Biology, there is generally no need to examine the cont&ntgsHowever, if
the envelope appears to contain something other than trace e ce, or markings
on the envelope indicate that something other than trace ce is present, the
envelope should be opened to confirm the contents and% ation should
proceed if needed. If the contents of the envelope ar@ to be the examination
paper, no further examination is needed.

The debris envelopés used by hospital person collect loose, obvious
foreign material from the victim’s and/o clothing.

>
If a debris envelope was usbéote th@on from which the debris was
collected, or note that th ion w given. Since trace evidence

examinations are not gefgrmed in epartment of Forensic Biology, there is

generally no need mm@ ontents.
Thedried secretions swabge sed to collect possible biological fluids from
areas other than the b{ vities.

If dried secretions taken, note the number of swabs and the location from
which the se e@ were collected, or note that the location was not given
Each swab é? individually labeled (1.4.1, 1.4.2). See below for further

testing prgcetieftes.

Testi%ﬁjried secretions swabs:

ﬁ a cutting from each of the swabs present for PSA testing. If the location

O

m which the dried secretions swabs were taken is known, and fionothe
mouth, near the mouth, anal cavity, or near the anal cavity, the swab should also
be tested for amylase. Swabs from these locations are not tested for amylase. If
the location is unknown, make a cutting from each swab for both PSA and
amylase testing. As every case is different, please consult with a supervisor if
there is something in the case description that suggests further testing is required.

Thefingernail scrapings (or clippings) are used to collect trace evidence from
the fingernails.
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Forensic Biology, there is generally no need to examine the contents.
requests are occasionally made to examine the fingernail scrapings;
supervisor before starting any examinations of fingernail evidenc
examination has been approved, refer to Section O of this manu

Since trace evidence examinations are not performed in the Department %
oWeyer,

ischss with a
ernail

8. If a liquid blood exemplaris present, consult with a supervi make a
bloodstain card. Fill out a blank stain card (FB number, name, date, and
initials), insert into a Kapak envelope and seal it. Th&mber should be
written on the Kapak and the analyst’s initials and dat examination should be
written across the seal. This may be used as an§mplar if no buccal specimen is
present within the Kkit. \

9. If a dried blood controlis pres is onl if there is no buccal specimen
present in the kit. If it must ed, fil blank stain card (FB number,
victim’'s name, date, and ), att e dried blood control to it, insert into a
Kapak envelope and sg@l i§.* The mber should be written on the Kapak and
the analyst’s initial { ate f@imination should be written across the seal.

10. The buccal specimers usb{;a he victim’s exemplar. If present, the buccal
specimen would be the @ hoice in order to avoid potential inhibition of PCR
by heme degradatiooducts.

If no victim’s Q%’ Is present, and there are no serology negative body cavity
swabs, it m@ ecessary at a later time for a supervisor to make a phone call to
request oge.

11. The @head hair and pulled pubic haiare collected as exemplars for any
fu icroscopic hair comparisons.

\énce trace evidence examinations are not performed in the Department of
()Forensic Biology, there is generally no need to examine the contents. However,
O requests are occasionally made to use the pulled head hair for exemplar DNA
Q testing; generally, hair DNA testing is not performed until hair comparisons have
been made by the NYPD forensic laboratory.

12.  The pubic hair combingsare used to collect possible trace evidence from the
pubic hair of the victim.
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13.

Since trace evidence examinations are not performed in the Department of
Forensic Biology, there is generally no need to examine the contents. c

The body cavity” swabs (oral, perianal, anal, vulvar, vaginal/penile,
cervical) are used to collect possible biological fluids from those a e
smears are used for a sperm search. '\\

Testing of body cavity swabs: Q

Visually check the swabs for the presence of biologit@s. If the swabs are
pink to reddish-brown in color, test with KM reagent; the results.

Refer to the Sexual Assault Kit Prg&sing Flo@arts for guidance.

Stain one smear accompanyin %:h sat @/ cavity swabs using the Christmas
Tree staining procedure (ref Chris ree Stain for Spermatozoa section in

the Forensic Biology Ser Manu d examined for the presence of sperm,;
this search need not b ustive(apd should take no longer than five minutes

(per smear). Itis n gcess 0 pstimate the number of sperm present, but the
relative amount (or%erm eayl, numerous sperm heads, etc.) may be noted.

If sperm is found on a , make a cutting from each positive location on
relevant swabs (vul\ﬂj\,%p nile, scrotal) for amylase testing.

If no sperm is
PSA confir

be tested,Qr'

Body, Qty swabs (vaginal, cervical, oral, and anal) should not be tested for

n a smear, make a cutting from each negative location for
esting. Pertinent swabs (vulvar, penile and scrotal) must also
presence of amylase.

Return all swabs and smears to their respective envelopes.

The questionnaire, body diagram sheets, and instruction shearg intended

for the use of the medical personnel. If present, make a copy only of the
guestionnaire and body diagram sheetor retention with the case record—as a
physical copy in the case file and a pdf attachment in LIMS (as applicable); leave
all originals in the kit. No item number is assigned if present. Label each page

Controlled versions of Department of Forensic Biology Documents only exist electronically on the

Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT
MANUAL

EVIDENCE EXAMINATION

DATE EFFECTIVE APPROVING AUTHORITY PAGE
10-1-2014 QUALITY ASSURANCE MANAGER 69 OF 172

with the suspect file number, voucher number, analyst’s initials, and date of
examination.

17. Photographs and/or other paperwork are not supposed to be includ mkit. If
present, make a note of it; leave them in the kit. No item number } ned if

present. \
N

18.  After kit examination is complete, the kit is now ready to b %ed. After the kit
is closed, the kit should be placed in a secure location X

Closing of negative kits: Q

If the kit is negative for semen and amylase, and ther\@o other evidence to examine,
the case is finished. 6 @

*
If a buccal specimen is present, th }xlyst s@lace the swab(s) in a coin envelope
labeled with the FB number, vo@numb ~NE€m number, victim name, analyst’s
initials, and date of examinati () he coi elope should be placed in a Kapak
envelope and heat seale FE@ r should be written on the Kapak and the

analyst’s initials and date of examiRatign should be written across the seal. The buccal
should be transferred to a stora@g lo€ation.

to be used as an exemplg@f\¥ie oral swab is the preferable choice to be used as an

If no buccal specimen was;?@lt in the kit, retain serology negative body cavity swabs
exemplar in the abs @ a true exemplar.

Each envelope with e kit should be sealed with evidence tape. The entire vouchered
kit or the post &em items (PM kit) kit can be placed in a secure storage location.

If the Kit ative for semen and amylase, and there is additional evidence, a supervisor
will de e whether or not the evidence needs to be signed in and examined.

Clqgﬁq of positive kits:

\ 9

positive swabs/stains/smears were found, see below for guidelines on the cutting of
samples for extraction.

If there is additional evidence, a supervisor will determine whether or not the evidence
needs to be signed in and examined.
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Dried secretions swabs

Whether or not a dried secretions swab continues on for DNA extraction, and i s hich

type of DNA extraction, depends on a number of factors: location the samp taken
from, nature of the body fluid present, presence or absence of a suspect hat other
swabs or other evidence has been submitted in the case. Refer to the §exyal Assault Kit

Processing Flowcharts for guidance.

If semen positive, make a second cutting from one swab from \&ted lo¢haibrs
PSA positive for differential extraction. If the location from v@we swabs were taken
is unknown, make a cutting of one swab from each separate kaging to go on for
differential extraction. Oi

If a swab is semen negative and amyla itive, @Ecision on further testing depends
on the locations the swab was takerﬁ (if knox\@ nd whether the case has a suspect.
L
Semen negative, amylase pos@ed se@ns from external areas should be sent to
I90T

extraction. In addition, a sup ma to make a phone call to determine the

status of the case. v

Body cavity swabs (oral, perian ege vulvar, vaginal/penile, cervical)

If sperm is found on a sme&g&hgtting from the accompanying swab can go for
extraction. If spermis fo a perianal/anal smear, cuttings from both swabs are
combined for extrac 'og;Qultiple smears are sperm positive from similar areas, it is
not necessary to c@ abs for DNA extraction. For the purposes of sending samples
onto extraction, swabs should be sent first, then cervical swabs, then vulvar
swabs. Therefosgwif all three swabs are sperm search positive, only send the vaginal
swab for ex ion. Refer to the Sexual Assault Kit Processing Flowcharts for guidance.

If a swglu® PSA positive, a cutting from the swab can go for extraction. If multiple
sw PSA positive from similar areas, it is not necessary to cut all swabs for DNA
ion. Refer to the Sexual Assault Kit Processing Flowcharts for guidance.

a vulvar swab is semen negative but amylase positive, check to see if the case has a
named suspect (listed first and last name). If so, make a cutting from one swab that is
amylase positive and submit this cutting to an appropriate DNA extraction. If multiple
swabs are amylase positive, it is not necessary to cut all swabs for DNA extraction. Refer
to the Sexual Assault Kit Processing Flowcharts for guidance. If the case has no named
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suspect, consult with a supervisor. It may be necessary for the supervisor to make a
phone call to determine the status of the case.

If a penile swab is semen negative but amylase positive, make a cutting fro wab
and submit to the appropriate DNA extraction. (1/

Underwear or small items '\

For semen positive stains, cut positive stain(s) for differential ﬁ&n For multiple
suspects, it may be necessary to send multiple stains. Con upervisor.

In the event that there are amylase positive stains, the 8@% for further testing is case

dependent. Consult a supervisor. e
raction. Following this, place the

@Jttingf r

with the FB number, voucher
lals, and date of examination. The coin
envelope should be placed i ak ene€yope and heat sealed. The FB number should
be written on the Kapak a an@ Initials and date of examination should be

If a buccal specimen is present, mak

written across the seal.

After cutting all positive ite ch envelope within the kit should be sealed with

The exemplar should be pl acS secure storage location.
evidence tape and retur the kit. Seal the kit and return to a secure storage location.
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Cutall dried secretionswabs
for PSA and Amylaze testing

PSA
Positive?

Yes

Sexual Assault kit processing flow chart

Dried Secretion Swabs — Labeled as non-orifice (or unlabeledi"LQ

V4

Done withitemns - Return
Retain (v) exemplar
7

Serology Report

Amylase
Positive?

From Bite
Markor
similar?

W

Cutone PSA positive swab
fromeach listed location for
differential extraction®

Cutone Amylase positive
swab thatis semen
negative from each

listed location for
robotic extraction for
autosomal testing *

KO

one with iterns - Return to Kit ]

Retain (v] exemplar

*If multiple suspects are involved, discuss case with exam supervisor

D
== P
it

Done with items - Return,

<
Q
N

QO
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Cutall dried
secretion swabs for
P34 and Amylase
testing

PSA
Positive?

Cutone PSA positive
swab fromeach
listed location for
differential
extraction

| Process(v) exemplar I

Sexual Assault kit processing flow chart c

Dried Secretion Swabs — Labeled as ggif

Amylase
Positive?

Done with items - Return to Kit : >
= Serology Report
Retain [v) exemplar

Qs vith g is0
: '
testingi \@
s

> O
Cutone amylase positife
swab thatis semen negative one with items - Return to Kit
from each listed location for =
extraction for Y-testing® 0 Retain (v) exemplar

X
O
°

lstherea
suspect?n

*If multiple suspects are involved, discuss case with exam supervisor

& : :
[ Done with ftems - Return to kit ! Q Suspect must have a first and last name listed

O

QO

&
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Sexual Assault kit processing flow chart
Stain smear and Oral 8w 2

examine for sperm

Cutone swab for PSA

Sperm Positive?

Cutone sperm
positive swahb for
differential

extraction

testing

Q
»

\0&

Cut one PSA positive
swab for differential
extraction

Serology Report
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O

Sexual Assault kit processing flow chart

Stain smear and 5 %
examine for sperm Vl.ll\‘arSwa%.\

Q

g Cutone swab for P5A and
amylase testing

_— O

Sperm Positive?

Yes

Done with items - Return to Kit
Serology Report
Retain [v] exemplar

Cut one sperm r'i"\
positive swab for
differential Cutone PSA positive
extraction * swab fordifferential
extraction® No
Testswab for
amylase
Cutone amylase positive
fSWBb thatf’ sefmen neg.atwi *Cut for extraction if vaginal and cervical swabs are semen
or extactivh fariicsting negative orif case has multiple suspects.
**Cut for Y-testing if no semen positive samples inthe case
§ Done withitems # Suspect must have a first and last name listed
e)ithitems - Return to Kit ] Return to Kit
A 2 Retain (v) exemplar
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Stain smear and
examine for sperm

Sperm Positive?

No

.| CutoneswabforPsA

Sexual Assault kit processing flow chart

Yes

Cutone swab for

and amylase testing

N
P5A
Positive?

fes

Penile

<
J
>

Mg withitems - Return to Kit

Retain (v) exemplar

Serology Report

%

differential
extraction
Testswab for \ b
armylase Cutone swab for ‘ & swab tor
differential extraction ( rofgotic extraction
{\\"’
f O
= PRpoess (v, plar f——
Al
0 [ Done withitems - Return toKit ]
‘ L}

QO
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\(19

Sexual Assault kit processing flow chart '\

Vaginal, Cervical, Pé% Land Anal Swabs:
Stain smear and Q

examine for sperm

No Cutone of each
SpermPositive? = swab for PSA
testing

Yes
Yes

Serology Report

Cutonesperm
positive swab+ from
eachareafor

differential
extraction® :

*If multiple suspects are involved. discuss case with exam supervisor
Process (v) exemplar

RSl

+ For spemm positive unlabeled perianal/anal smears, combine a
portion of each swab for differential extraction
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Sexual Assault kit processing flow chart

Sexual Assault Kit — Underwear**

.| Returnitemto
- kit

Stain
appears
reddish/
brown?

Does stain
fluoresce
or appear
biological?

Yesor No

KM
positive?

AP
positive?

Returnitemto kit

Cutsemen negative

s
stain for autosomal > Return itemsto kit

testing

= Returnitemsto kit

“If KM and PSA positive cut portion of stain
that appears least blood-soaked if possible

**If suspect is female, consult with a
supervisor
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Evidence examination — male suspect kits
Although testing procedures are similar to sexual assault kit examination, the %

to try to find victim DNA when examining any suspect kit. This should be l@
mind during examination of all items within the suspect kit.

examination, and the guidelines for clothing examination when e ing any clothing

In addition to this manual, follow the general guidelines for note taki N\i evidence
items.

Use an Evidence Packaging Worksheet for initial docume 9} of each suspect Kkit.

Use the Suspect Evidence Collection Kit entory % thlng Description Worksheet

(for testing of underwear or related |te S for er documentation.
1. Note the name of the susp d |nfo about when and where the kit was
collected. Ensure that t e oft pect corresponds to the name listed on

the paperwork in the

2. Inventory kit : The L S WI|| SS n an item number to each used envelope.
Affix a LIMS packaging Ia\gjto each envelope. The analyst must mark all
envelopes with their w@ nd date of examination.

As prompted by th?uspect Evidence Collection Kit Inventory, indicate whether
each kit com s sealed, unsealed, not submitted, or present but “not used”
(this may re@ opening of the envelope).

ecimen or other exemplar sample is contained within the Kkit,
supervisor immediately to create a suspect file. Suspect file
Is only necessary if an exemplar sample is present.

&spect file creation:
QO A supervisor is responsible for creating the suspect file. The supervisor must:

- Create a LIMS record and Schedule of Analysis
- Include the following paperwork in the file upon completion of kit
examination:
o 61 form (NYPD complaint report)
o original request for laboratory examination forms
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QO

0 evidence voucher

0 evidence packaging worksheet
o completed kit inventory worksheet '\6

After creation of a suspect file, the buccal swab is cut and duplica or
extraction in accordance with laboratory guidelines. '\\

Underwear or related items contained within kit: Q

If underwear or related itemsare in the kit, examine t@ing the Clothing
Description Worksheet.

Testing of underwear or small clothng items ¢ ed within kit:
Visually check underwearf ns. Then observe the underwear
using an alternate light sou? fany cing areas are observed, circle for

further testing.

the stain with AP re ent ain is AP positive, make a small cutting for
PSA and amylase testln stain is AP negative, make a small cutting for
amylase testing.

If a potentially biol &or ¢2 |ng stain is observed on the underwear, test
IKth

If a pink to reddis s\Wn stain is observed on the underwear, test the stain with
KM reagent s AP reagent, even if the area does not appear to fluoresce
with the aid Eﬁllternate light source. Regardless of KM results, the stain
needs to tested. If the stain is AP positive, make a small cutting for PSA
and a testing. If the stain is AP negative, make a small cutting and submit
the sjgrNor amylase testing. KM positive stains should be documented.

\@situaﬂon, if the stain is AP negative and the time from the date of

O

currence to the date of kit examination is more than 3 months, make a cutting of
the stain for PSA testing to confirm negative results (for semen samples older
than 3 months, AP can degrade and thus testing may yield a negative AP result).

Remember that the goal is to try to find victim DNA. Therefore, non-
fluorescing stains may need to be tested further. Refer to the Suspect Kit
Processing Flow Charts for guidance. Stain location and the case scenario will
determine what stains need further testing. As every case is different, consult
with a supervisor as needed.
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4.

5.

QO

6.

At this point, be sure that any stains submitted to PSA and/or amylase tes#ng and
KM positive stains are designated a stain number/letter. Only KM, PSA30
amylase positive stains should be diagrammed. Q'\

If there are no biological stains on the item(s), a diagram is not n& ary; write a
eet

short description of the item using a Clothing Description Worlﬁ&

The debris envelopé used by hospital personnel to col \Q e, obvious
foreign material from the victim’s body and/or the clo

If a debris envelope was used, note the location @Which the debris was
collected, or note that the location was not giveQB race evidence examinations
are not performed in the Depart@f Fore@ iology.

*
Thedried secretions swaba’r@ed to & possible biological fluids from
areas other than the bod ies TQ ould include, for example, semen from
the skin or saliva from arks.

If dried secretions w¢re take@) e the number of swabs and the location from
which the secretions wer&gcollgcted, or note that the location was not given. Each
swab must be individu mlzed

Testing of dried sq@bns swabs:

Visually che@ swabs for the presence of biological fluids. If the swabs are
pinkish t h-brown in color, test with KM reagent, and note the results.

ttlng from each of the swabs present for PSA testing. If the location

Ich the dried secretions swabs were taken is known, and fionothe

h, near the mouth, anal cavity, or near the anal cavity, the swab should also
tested for amylase. Swabs from these locations are not tested for amylase. If
the location is unknown, make a cutting from each swab for both PSA and
amylase testing. As every case is different, please consult with a supervisor if
there is something in the case description that suggests further testing is required.

Thefingernail scrapings (or clippings) are used to collect trace evidence from
the fingernails.
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Trace evidence examinations are not performed in the Department of Forensic
Biology. However, requests are occasionally made to examine the fingerpail
scrapings; discuss with a supervisor before starting any examinations @rnan
evidence. If fingernail examination has been approved, refer to Sect
manual.

f this

7. The chest hair combingsire used to collect possible trace ewd@hé rom the
chest hair of the suspect.

Trace evidence examinations are not performed in th@rtment of Forensic

Biology.
8. The oral swabsre used to coIIect ssible bio I fluids from that area; the
smears are used for a sperm se case a male victim.

Refer to the Suspect Kit Prd |ng FI% arts for guidance.
For male victims: C)
Visually check the %565 fo@? presence of biological fluids. If the swabs are

pink to reddish-brown in éQlor;test with KM reagent; note the results.

Tree staining pro (refer to Christmas Tree Stain for Spermatozoa section in

Stain one smear ac &ﬂying each set of body cavity swabs using the Christmas
the Forensi§ Serology Manual) and examine for the presence of sperm;
eeq

this search ot be exhaustive and should take no longer than five minutes
(per smegxu S not necessary to estimate the number of sperm present, but the
relativ Qq nt (one sperm head, numerous sperm heads, etc.) may be noted.

If rm is found on a smear, make a cutting for PSA testing.

c}br female victims:

O In most cases, oral swabs and smears should not be tested. As every case is
Q different, please consult with a supervisor if there is something in the case
description that suggests further testing is required.
9. The pulled head hair and pulled pubic haiare collected as exemplars for any
future microscopic hair comparisons.
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Trace evidence examinations are not performed in the Department of Forensic
Biology. However, requests are occasionally made to use the pulled hea hair for
exemplar DNA testing.

10.  The facial hair combingsand pubic hair combings are used to coll S|ble
trace evidence from the facial hair and pubic hair of the suspect. \

Trace evidence examinations are not performed in the De @ent of Forensic
Biology. \

11. The penile and scrotatwabs are used to collect pos i |olog|cal fluids from
those areas; the smears are used for a sperm se§

Testing of penile and scrotal swa.bé

Visually check the swabs fo‘r prese |olog|cal fluids. If the swabs are
pink to reddish-brown |n est reagent; note the results.

Refer to the Suspe&Pro&@Qlow Charts for guidance.

For male or female VICtI

Tree staining pro (refer to Christmas Tree Stain for Spermatozoa section in

Stain one smear ac Iﬁgwlng each set of body cavity swabs using the Christmas
the Forensi§ Serology Manual) and examine for the presence of sperm;
eeq

this search ot be exhaustive and should take no longer than five minutes
(per smeg%u S not necessary to estimate the number of sperm present, but the
relative@ nt (one sperm head, numerous sperm heads, etc.) may be noted.

If is found on a smear, make a cutting from each positive location for
ase testing.

Olf no sperm is found on a smear, make a cutting from each negative location for

QO PSA and amylase testing.

12. The anal swabs are used to collect possible biological fluids from
that area; the smears are used for a sperm search.

Refer to the Suspect Kit Processing Flow Charts for guidance.
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13.

15.

17.

For male victims;

Visually check the swabs for the presence of biological fluids. If the %s are
pink to reddish-brown in color, test with KM reagent; note the res %

Stain one smear accompanying each set of body cavity swabs'&%eg the Christmas
Tree staining procedure (refer to Christmas Tree Stain for atozoa section in
the Forensic Biology Serology Manual) and examine fo sence of sperm;
this search need not be exhaustive and should take er than five minutes
(per smear). Itis not necessary to estimate the rg) f sperm present, but the

relative amount (one sperm head, numerous spe eads, etc.) may be noted.

If no sperm is found on a smearé’Qs a Cutﬁé.s\br PSA testing.
*
For female victims: ‘\A 6\0

In most cases, anal s nds should not be tested. As every case is
different, please c witrb rvisor if there is something in the case
hepte

description that sugifests fu sting is required.

The buccal specimers s the suspect’s exemplar. If present, the buccal
specimen would be ISt choice in order to avoid potential inhibition of PCR
by heme-degradatj oducts.

The questioﬁ?' , body diagram sheets, and instruction sheate intended

for the usz%e e medical personnel. If present, make a copy only of the

guestio, and body diagram sheettor retention with the case record—as a

i opy in the case file and a pdf attachment in LIMS (as applicable); leave
als in the kit. No item number is assigned if present. Label each page

Photographs are not supposed to be included in a kit. If present, make a note of it,
alert a supervisor, and leave them in the kit. Label with FB number, date of
examination, and analyst’s initials. No item number is assigned if present.

If no positive swabs/stains/smears were found, make cuttings of appropriate
swabs or stains as necessary. Refer to the Suspect Kit Processing Flow Charts for
guidance.
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cutting of samples for extraction. Refer to the Suspect Kit Processi

18.  If positive swabs/stains/smears were found, see below for guidelines o t@
|
Charts for guidance. @

The following kit closing information is for both female and malb}btlms
Use the pertinent information for each case.

Underwear %\

Semen positive stains should be sent for dlfferen extractlon

Semen negative stains that are d/or aU@%e positive should be sent for
robotic extraction.

Dried secretion swabs

PSA positive for diff§rential §xtraction. If the location from which the swabs
were taken is unknown, make a cutting from one swab to go on for a differential

extraction.
KO

If a swab is KM pc@e and semen negative, make a cutting from one swab from
each listed Io:a@ at is KM positive for robotic extraction.

If a swabais alflase positive, and semen and KM negative, refer to the Suspect
Kit Proqéng Flow Charts for guidance.

If is semen and amylase negative, refer to the Suspect Kit Processing Flow
ts for guidance.

If semen positive, &a CL@ m one s\raln each listed locationthat is

OCJPeniIe and scrotal swabs

Q If a swab is semen positive, make a cutting from each positive location for
differential extraction.

Semen negative stains that are KM and/or amylase positive should be sent for
robotic extraction.
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If a swab is semen and amylase negative, the decision on further testing depends
on the sex of the victim. Refer to the Suspect Kit Processing Flow Charts%

guidance. '\

Oral and anal swabs Q

If a swab is semen positive, make a cutting from each posmvehé(mn for
differential extraction

If a swab is semen negative, consult with a supervis %

19.  After cutting all pertinent items, return all swabs mears to their respective
envelopes. Seal all kit envelopes with eviden and return to the kit. Seal the
kit and return to a secure storag \étlon

Q \0

Evidence examination — fe@h Sus Its

Although testing procedu @sexual assault kit examination, the goal is
to try to find victim DNA wRen exaRinjhg any suspect kit. This should be kept in
mind during examination of all |téqs within the suspect Kit.

In addition to this manual, ﬂﬂ%w the general guidelines for note taking and evidence
examination, and the gm s for clothing examination when examining any clothing

items.
Use an Evidencc\P'ggaging Worksheet for initial documentation of each suspect kit.

Use the Su Evidence Collection Kit Inventory and Clothing Description Worksheet
(for testi nderwear or related items) forms for further documentation.

1. O te the name of the suspect and information about when and where the kit was
O collected. Ensure that the name of the suspect corresponds to the name listed on
the paperwork in the case file.

2. Inventory kit : The LIMS will assign an item number to each used envelope.
Affix a LIMS packaging label to each envelope. The analyst must mark all
envelopes with their initials and date of examination.
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As prompted by the Suspect Evidence Collection Kit Inventory, indicate whether
each kit component is sealed, unsealed, not submitted, or present but “ngrused”
(this may require opening of the envelope). '\

If a buccal specimen or other exemplar sample is contained withi Qt

contact a supervisor immediately to create a suspect file. Suspe \f
creation is only necessary if an exemplar sample is present

Suspect file creation: %\

A supervisor is responsible for creating the suspect f| he supervisor must:
- Create a LIMS record a Schedule@aly&s
- Include the following p ork i ile upon completion of kit
examination:
o 61 form ( comp@ port)
o] original st for tory examination forms
o] eV|de uche
o] g worksheet
o] C(\%ted @ventory worksheet

After creation of a sus e the buccal swab is cut and duplicate cut for
extraction in accord 2@ ith laboratory guidelines.

3. Underwear or items contained within kit:

If under related itemsare in the kit, examine them using the Clothing
Descri orksheet. If stains are observed, underwear can be documented
usin lagrams that are available or by a quick sketch. Photography is not
g needed.

O sting of underwear or small clothing items contained within Kkit:
QO For male victims;
Visually check underwear for any biological stains. Additionally, observe the

underwear using an alternate light source. If any fluorescing areas are observed,
circle for further testing.

Controlled versions of Department of Forensic Biology Documents only exist electronically on the
Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT

MANUAL

EVIDENCE EXAMINATION

DATE EFFECTIVE APPROVING AUTHORITY PAGE
10-1-2014 QUALITY ASSURANCE MANAGER 88 OF 172

If a potentially biological or fluorescing stain is observed on the underwear, test
the stain with AP reagent. If the stain is AP positive, make a small cuttinggor
PSA and amylase testing. If the stain is AP negative, make a small cut %
amylase testing.

If a pink to reddish-brown stain is observed on the underwear, te{ltb? stain with
KM reagent and AP reagent, even if the area does not appear {8 fhoresce with the
aid of the alternate light source. Regardless of KM result tain needs to be
AP tested. If the stain is AP positive, make a small cutti@ SA and amylase
testing. If the stain is AP negative, make a small cutf amylase testing. KM
positive stains should be documented.

me from the date of

han 3 months, the analyst

g to confirm negative results (for
degrade and thus testing may yield a

In any situation, if the stain is AP ative an
occurrence to the date of kit exa n%«'on is
should make a cutting of the ax rP

semen samples older than ths, Aé

negative AP result). &

At this point, be su @s submitted to PSA and/or amylase testing and
e de&@ a

KM positive stains stain number/letter.

If there are no biologic s on the item(s), a diagram is not necessary; write a
short description of 6\' using a Clothing Description Worksheet.

For female \HQJ
Visually nderwear for any biological stains. Additionally, observe the

underw; ing an alternate light source. If any fluorescing areas are observed,
circl urther testing.

ylase testing. Designate a stain number/letter to each fluorescing area.

: uorescing stain is observed on the underwear, make a small cutting for

QO

If a pink to reddish-brown stain is observed on the underwear, test the stain with
KM reagent. Consult with a supervisor.

Remember that the goal is to try to find victim DNA. Therefore, non-

fluorescing stains may need to be tested further. Refer to the Suspect Kit
Processing Flow Charts for guidance. Stain location and the case scenario will
determine what stains need further testing. Consult with a supervisor as needed.
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At this point, be sure that any KM, PSA, or amylase positive stains are degignated
a stain number/letter.

If there are no biological stains on the item(s), a diagram is not n y; write a
short description of the item using a Clothing Description Workshge

4, The debris envelopés used by hospital personnel to collec %'}obvious
foreign material from the victim’s body and/or the clothi \

If a debris envelope was used, note the location from Wblch the debris was
collected, or note that the location was not given@gce evidence examinations
are not performed in the Department of Forens logy.

5. Thedried secretions swabsire @to colﬁ@ssible biological fluids from
areas other than the body c%s. Th Id include semen from the skin or
saliva from bite marks, fo\@a

ple. &

If dried secretions &ake Qe number of swabs and the location from
which the secretion%were cQllegted, or note that the location was not given. Each
swab must be individuallyNtenfzed.

Refer to the Suspecb@gocessing Flow Charts for guidance.

For male victj

Visually ecC%e swabs for the presence of biological fluids. If the swabs are

pinkish dish-brown in color, test with KM reagent, and note the results.

tting from each of the swabs present for PSA testing. If the location

Ich the dried secretions swabs were taken is known, and fionothe

h, near the mouth, anal cavity, or near the anal cavity, the swab should also

tested for amylase. Swabs from these locations are not typically tested for
amylase. If the location is unknown, make a cutting from each swab for both

O PSA and amylase testing. As every case is different, please consult with a

Q supervisor if there is something in the case description that suggests further

testing is required.

For female victims
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Visually check the swabs for the presence of biological fluids. If the swabs are
pinkish to reddish-brown in color, test with KM reagent, and note the resujs.
Make a cutting from each of the swabs present for amylase testing. S %ith
locations from the mouth, near the mouth, anal cavity, or near the a V\&ty
should not automatically go on for amylase testingAs every case | ent,
please consult with a supervisor if there is something in the case\deggription that
suggests further testing is required.
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6. Thefingernail scrapings (or clippings) are used to collect trace evidence from

the fingernails. c

Trace evidence examinations are not performed in the Department
Biology. However, requests are occasionally made to examine th
scrapings; discuss with a supervisor before starting any examina\g)c
evidence. If fingernail examination has been approved, refer t&
manual.

ion O of this

7. The chest hair combingsre used to collect possible t@/ldence from the
chest hair of the suspect.

Trace evidence examinations are perform@he Department of Forensic
Biology.

8. The oral swabsare used to & t pos@loglcal fluids from that area; the
smears are used for a sp earch

Refer to the Suspe Pro&@ low Charts for guidance.

For male victims:

Visually check the s &g)r the presence of biological fluids. If the swabs are
pinkish to reddish@h in color, test with KM reagent; note the results.
Stain one s@ ccompanying each set of body cavity swabs using the Christmas
Tree stai cedure (refer to Christmas Tree Stain for Spermatozoa section in
the For Biology Serology Manual) and examine for the presence of sperm;
this s@need not be exhaustive and should take no longer than five minutes

ar). Itis not necessary to estimate the number of sperm present, but the
s&\e amount (one sperm head, numerous sperm heads, etc.) may be noted.

If no sperm is found on a smear, make a cutting for PSA testing.

Q For female victims:

In most cases, oral swabs and smears should not be tested. As every case is
different, please consult with a supervisor if there is something in the case
description that suggests further testing is required.
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9. The pulled head hair and pulled pubic haiare collected as exemplars for any

10.

11.

QO

O

future microscopic hair comparisons. c

Trace evidence examinations are not performed in the Department
Biology. However, requests are occasionally made to use the pul
exemplar DNA testing; generally, hair DNA testing is not perform til hair
comparisons have been made by the NYPD forensic IaboratorD\

The facial hair combingsand pubic hair combings are u \Q ollect possible
trace evidence from the facial hair and pubic hair of t ect.

Trace evidence examinations are not performed b{Qe Department of Forensic

Biology. 6 \

The vaginal and cervicatwabs sed.@t possible biological fluids
from those areas; the smeak used@ sperm search.

Testing of vaginal and@gll SWO@&

Visually check the ya.ﬁs fo@? presence of biological fluids. If the swabs are
pinkish to reddish-brown ?\co r, test with KM reagent; note the results.

Refer to the Suspecb@gocessing Flow Charts for guidance.

For male vict

Stain on r@ accompanying each set of body cavity swabs using the Christmas

Tree st&g procedure (refer to Christmas Tree Stain for Spermatozoa section in
sic Biology Serology Manual) and examine for the presence of sperm,;

ch need not be exhaustive and should take no longer than five minutes

mear). It is not necessary to estimate the number of sperm present, but the

ative amount (one sperm head, numerous sperm heads, etc.) may be noted.

If no sperm is found on a smear, make a cutting from each negative location for
PSA testing.

For female victims:
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12.

Stain one smear accompanying each set § body caw
staining procedure (refer to ChristQa® Tree

13.

In most cases, vaginal and cervical swabs and smears should not be tested. As
every case is different, please consult with a supervisor if there is somethjjg in
the case description that suggests further testing is required. '\%

The anal swabs are used to collect possible biological fluids from areas; the
smears are used for a sperm search. '\\

For male victims: \Q

Visually check the swabs for the presence of biologi@s. If the swabs are
pinkish to reddish-brown in color, test with KM reag ote the results.

abs using the Christmas Tree
or Spermatozoa section in the
Forensic Biology Serology J) and«e e for the presence of sperm; this
search need not be exhaustménd sh ke no longer than five minutes (per
smear). Itis not necess tim number of sperm present, but the
relative amount (one s head rous sperm heads, etc.) may be noted.

If no sperm is foun sm& e a cutting for PSA testing.

For female victims:

In most cases, anal Qand smears should not be tested. As every case is
different, please ¢ with a supervisor if there is something in the case
description th t@ ests further testing is required.

The bucaal spe€cimers used as the suspect’s exemplar. If present, the buccal
specim uld be the first choice in order to avoid potential inhibition of PCR
by h egradation products.

15. @uesﬂonnalre body diagram sheets, and instruction sheatg intended

QO

the use of the medical personnel. If present, make a copy only of the
questlonnalre and body diagram sheetfor retention with the case record—as a
physical copy in the case file and a pdf attachment in LIMS (as applicable); leave
all originals in the kit. No item number is assigned if present. Label each page
with the suspect file number, voucher number, analyst’s initials, and date of
examination.
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16. Photographs are not supposed to be included in a kit. If present, make a note of it,

17.

18.

QO

O

alert a supervisor, and leave them in the kit. Label with FB number, date
examination, and analyst’s initials. No item number is assigned if presﬂ

If no positive swabs/stains/smears were found, make cuttings of late
swabs or stains as necessary. Refer to the Suspect Kit ProcessiNg G#ow Charts for

guidance. '\

If positive swabs/stains/smears were found, see below@elines on the
cutting of samples for extraction. Q

Refer to the Suspect Kit Processing Flow Charts uidance.

Underwear 6 (‘D\
NS
Semen positive stains shoul sent f erential extraction.

Amylase positive, semenMeyative std hould be sent for other extraction.

If a stain is KM posg &conél; a supervisor.

If a stain is semen and amylasSt negative, consult with a supervisor.

Dried secretion swabg&o

If semen positjv ke a second cutting from one swab from each listed
location thatfis positive for differential extraction. If the location from

which the,sw were taken is unknown, make a cutting from one swab to go on
fora di@ial extraction.

If is KM positive and semen negative, make a cutting from one swab from
listed locationthat is KM positive for blood extraction.

If a swab is amylase positive, and semen and KM negative, the decision on further
testing depends on the location that the swab originated from (orifice versus non-
orifice) and the sex of the victim. Refer to the Suspect Kit Processing Flow

Charts for guidance.

If a swab is semen and amylase negative, the decision on further testing depends
on the location that the swab originated from (orifice versus non-orifice) and the
sex of the victim. Refer to the Suspect Kit Processing Flow Charts for guidance.
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Be sure to check for dried secretions with locations from the mouth, near jhe
mouth, anal cavity, or near the anal cavity. Consult a supervisor to deti\n if a
dried secretion from these locations should go on for extraction prior |

closing.

Vaginal and cervical swabs '\\(1/

If a swab is semen positive, make a second cutting fror@%SA or sperm
positive swab for differential extraction. Q

If a swab is KM positive, consult with a supervisoo&

If a swab is semen negative, Coré@/ith a s@&/isor.

Oral and anal swabs Q‘\A 6\0
@ mak

If a swab is semen po e @ting from positive location for differential
extraction. { O
If a swab is semen nega egeﬂsult with a supervisor

envelopes. Seal {*envelopes with evidence tape and return to the kit. Seal the

kit and retur&o)@ cure storage location.
&
&%
O

QO

19.  After cutting all pert?&gems, return all swabs and smears to their respective
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Cut all appliczhle
dried secretion snebs
for armdaze testing

or ictim
ale?

Cut all applicable
dried secretion snabs
tor PSR and amylase

Cut orie PSR postie
st from each
designated area for
ditferential exdraction

Suspect kit processing flow charts

Suspect kit — Dried Secretion Saabs

Iz lecation
unlizted or
listed az
arfice?

Iz wtir
ferngler

Conzult nith a
superdizorto
determine if additional
testing is needed

Wl

Cut one armiylaze
postive sweb that is
hath zermen and ¥
negative from each
desigrated area for
non-ditferertial
extraction - Yz

Fetum temns to kit

Retum tterms Lo kit —
Setologyreport

e

Cut one sieh that is
sermen, kKb, and

armylase negative

trom each designated
areafor non-

differential extraction
—autesomal
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Suspect Kit — Oral, Anal, Vaginal, and Cervical Swabs

Cut ane spern
positive suab from
each designated area
for differential
extraction

Consutt mith a
supervisorto
determine if additional
testing is needed

- Retum tems to kit - (L
- Serology report
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Suspect Kit — Penile and Sciotal Swabs

Mo - =18 Mo - Aradase Flo - Nao
. postive? postive?
Tes

Cut one suwsh from

Izthe
wictim
fermale?

Cut one penm

o each designated anes Cut e sngsh [rorm
. ;agsmw_sumhtr::ga for non. differential each desgnated area

signates < . extraction - ) fornon-differertial
for differential autos ontal extraction - ¥z
exdraction
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Suspect Kit — Undeiwea {Suspect and-o1 Victim is Male}

Stain

olin?

0P

AP
positie?

P3A
positive?
Mo

Lrmdase
positive?

W

Droes stain

piclodgical?

posilive?

Consult with 3
appears flucresee or - supenizorto
reddizhd appear 7| detenrine if addtional

testing is needed

Amyase
posive?

PSa
positive?

Cut ztain that is zemen
negative and either Kid or

N

arnylase positive fornon- |

differertial extraction
autozomal

Retum items to
kit

Fetum terms to
kit

Retum ftemsto
kit
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Suspect Kit — Underwear {Suspect and Victim _are Female)

Stain
appEars
reddishd
hrounn?

Does stan
fluoresce or
appear
hiological?

Amylase and thgfease scenaria
positive? rine it _
raltesting is

2\ needed

*
Cor@ler\dsoran&
m £ SCEnatio
ine f adgibg
K tesﬁrw

4

Srnvlase
positive?

Yes arbo \ \!}
' stain that is
Consult 3 supendsor affryiase positive for
andthe case scenario hon-differenti|
to deterrnine if extraction - autosomal
aditional testing i
needed

W

Retum tterms to kit

A\

Retum temsto kit - :
Serlogy report \
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Evidence examination — non post-mortem exemplars

Follow the general guidelines for note taking and evidence examination when p@ning
any exemplar item.

True exemplars: \(1/
N

An exemplar must have documentation stating that it is in fact fr person named. A
“true exemplar,” such as a blood sample or an oral swab, will i% e paperwork from the
MLI who obtained the sample, paperwork from the NYPD (i g a voucher and
sometimes a signed consent form), or paperwork from the{)

Use the General Packaging Worksheet fo&itial docO@ation of each item.

1. For a blood sample, follow Ehe dst H@Qaration section of the Serology
Manual. Cut a portion of th d blo<§ﬁ n card for exemplar extraction, using
the initials of the individl@ e shé& ple name.

2. For an oral swab, ent e@mple using the General Packaging and Swab
Exam Worksheets. S ut appsoxinately ¥4 of the swab for exemplar extraction,
using the initials of the inNdual in the short sample name.

3. Retain the victim ex!ﬁlars from sexual assaults. Place the swab(s) in a coin
envelope labeled W e FB number, voucher number, item number, victim
name, analysk lals, and date of examination. The coin envelope should be
placed in a @ envelope and heat sealed. The FB number should be written on
the Kapasxag he analyst’s initials and date of examination should be written
al. Place the exemplar in a secure storage location and return the
kaging to the EU. For blood samples, retain the stain card and clean
ty tubes with 10% bleach and return them along with the packaging to the
nce Unit

O

udo-exemplars:

It is the policy of the Department of Forensic Biology to accept and test “pseudo-
exemplars”. It is our expectation that NYPD investigators will submit items with a
reasonable probability of finding a single-source DNA profile from the suspect. The item
must have been abandoned; common examples include a cigarette butt tossed in the
street, a coffee cup left behind after questioning, or a bottle the suspect was seen
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handling. It is not acceptable to test items taken directly from a suspect (e.g. handcuffs
for the DNA of the person that these were last used on) or items of evidence collgcted
from an unrelated incident (e.g., bloody clothes from a suspect who was a victjnof an

assault). (I/Q

1. Use the General Packaging Worksheet for initial documentatiohq}\each item.

2. For a cigarette butt “pseudo-exemplar,” document the sing a Cigarette
Butt Examination Worksheet. Cut a piece of the fiIter@ per portion for
pseudo-exemplar extraction

3. If an item (such as cup or bottle) i ubmitted,s@e General Item Examination
Worksheet for documentation. U Sécotton d swab moistened with distilled
water to swab the surface of c r@t. Bsi ow the swab to dry and then cut a
portion of the swab for pseth xempl ractiommylase testing is not
necessary for pseudo-ex rs. &

4, For other items su ’&eg)as s&exemplars, cut or swab the item as
appropriate. It magve\nece@y to consult with a supervisor to determine the
best approach. \

5. Remember to desigbéglmples taken from pseudo-exemplars using an
appropriate LIMS QQ to indicate that it is not a true exemplar. For example:
“ AM” for bot e@‘u cups or “_CB” for cigarette butts. For short sample

description, @ e the item type and initials of the person providing the pseudo

exemplan For€xample: “btIRB” for a bottle or “cigRB” for a cigarette butt.

Evidence @inaﬂon — condom

re often submitted to the Forensic Biology laboratory for examination.
e general guidelines for note taking and evidence examination when examining
om.

lee an Evidence Packaging Worksheet for initial documentation of each item.

1. Describe the general condition of the condom (laid out flat, wadded up), color,
and any trace evidence if present. If the condom was submitted “tied off,”
document it as received then cut open for sampling.
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If applicable, any staimaust be documented by diagrams and/or photography.
Note the location of the stain, size, heaviness (surface smear, etc.), and %
iKide)n

directionality of the stain pattern. Each photograph must have a ruler v&
the frame, either a plain straight ruler or an x, y axis ruler.

Note whether fluids are present (liquid or dried). If the condom i de to be wet
when opened, the item should be allowed to air dry after sampi®g are taken. The
item should not be heated or exposed to direct sunlight. If em has become
foul smelling, allow it to dry in the hood with the fan run@\

than two swabs for each surface. Since it usuall 't be conclusively
determined which surface is which&, se quotes& scribe the “inside” and

“outside.” @

*
Test both sets of swabs for* reser’%@ood, semen, and/or amylase as
needed. Since the prese a vic&% NA on a condom can often be
important, it may be n ry to @ rm DNA testing on a sample from a

Separately swab both the “inside” and “outside” of tggndom, using no more

needed.

condom even if nov , Sé @r amylase is detected. Consult a supervisor if

6. Do not sample a cond{@cutting a portion of the condom.

Evidence ExaminatiQl)* Products of Conception

The term produ

g\x

f cBnhception (POC) refers to either an embrjp to the formation of
weeks of gestation) or a fétysto approximately 30 millimeters

organs in the fj
and weighs oximately 4 grams).

The @s a temporary organ of pregnancy. Anatomically, the placenta has two

parge: idua (D), genetically identical to the mother, and chorionic (@W),

ally identical to theOC. Decidua appears as a compact tissue, while chorionic
ook more incoherent and loose. Morphological differentiation between D and CV

an be made by observation:

* By naked eye (Figure 1a and 1b)
» Using stereo-microscopy (Figure 2a and 2b),

» Using light microscopy of formalin fixed, paraffin embedded, and stained tissue

(Figure 3a and 3b).

Controlled versions of Department of Forensic Biology Documents only exist electronically on the

Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT
MANUAL

EVIDENCE EXAMINATION

DATE EFFECTIVE APPROVING AUTHORITY PAGE
10-1-2014 QUALITY ASSURANCE MANAGER 104 OF 172

It is possible for tissues of POCs to lack uniformity, be of different gestational a or be
differently preserved. Therefore, besides general guidelines for evidence exa@n,
examination of POCs requires that some specific scenarios be taken into 0@ ation.

Follow the general guidelines for note taking and evidence examination\ge examining
POC. Use a Product of Conception (POC) Packaging and Exam Wo et for initial
documentation of each POC item.

1. Describe the general condition of the item (full embry@, fragments,
unrecognizable tissue parts, etc.).

2. Take one overview photograph of @ach item. a@photograsfhave a ruler
visible in the frame, either a plai dght rul an X, y axis ruler.

*
3. Weigh each item and docuﬁ@the tis&%ight.

4, Determine if the POC j Q or I@\an 24 weeks of gestational age (weight of >

5009 is considere wet@@estational age).

5. Sampling of the item depsqj n the general condition of the item.

a. If the POC isﬁ ologically well defingdake a sample from it for DNA
typing; the e should be approximately 3x3x3 mm in size.

b. If the@g <24 weeks of gestational age and/or it is not morphologically
wall deffied, rinse it several times in g8 using Petri dish and observe it
der MIDEO stereo microscope (following Protocol for Forensic
@chondrial DNA Analysis, Section 4: MIDEO Macro/Microscopic

& igital Imaging System, page 1-3).

Referring to Figure 2a and 2b for guidance, take a chorionic villi sample

0 for DNA typing; the sample should be approximately 3x3x3 mm in size.
O If an exemplar from the mother/victim is not available, take a decidua
Q sample as well.

C. If the POC is <24 weeks of gestational age, and/or it is not
morphologically well defined, and/omorphological differences between
maternal and fetal part of placental tissue could not be established using
MIDEO as in step b above, take several samples from morphologically
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different regions and put them in separat®mbedding cassettes (Figure 4)

for histological examination.

Figure 4

Tissue Embedding Cass®

cassette and label with a p . Sub

>

Q0

the cassettes in a prepared jar

Each sample should be ap X|matel &‘S mm in size. Close each
ée

of formaldehyde. Ca orm
by Histology Departm

\

and jars will be pre-provided

After collection o eces ne, submit them to Department of
eddlng, cutting, slide mounting and

d, ask for consultation with a pathologist.

Histology fo u ara i ' [ i
staining pro ne
Once the samples een evaluated, follow the section of the Laser

Microdissection ;&dure from Forensic Biology Protocol for STR
Analysis (In IS 2: DNA Extraction). Make sure that the chain of
custody is ned.

d. If the@?s >24 weeks of gestational age, retain a sample for further

testi

6. mit samples for DNA extraction on axelnplar test batch, using the
otation “D” for decidual tissue an@€V” for chorionic villi as appropriate.

QP

n form OCME ldentification Unit and keep the POC in a freezer,
ly packed, until a permit for city burial is obtained by OCME
ification Unit. Return the empty packaging to the OCME Evidence

Depending on the outcome of the DNA testing, the disposition of the POC varies:

Testing outcome Procedure

No mother/victim exemplar, and | - Retain the entire POC;

DNA profile of the POC igemale |- Return the empty packaging to the OCME E\
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Testing outcome

Procedure
y i

No mother/victim exemplar, and
DNA profile of the POC isnale

qg

- Retain a sample of POC for further testin%r
- Dispose the remainder of POC in the

u

trash (If the POC is >24 weeks old ste
5d);
- Return the empty packaging JOR CME EU

D

©

No mother/victim exemplar and
DNA profile of the POC is a
mixture

- Repeat testing (See Stepé )

There is a mother/victim exemplar
and DNA profile of the POC is
foreign to the victim (mother),

having expected allele sharing

- Retain a sample C for further testing;

- Dis e the re r of POC in the red wag
the is >24 weeks old, follow ste
ﬁturn t@npty packaging to the OCME ELU

deducible mixture

There is a mother/victim exe \S @
and DNA profile of the P% a @ e the remainder of POC in the red wag
trps
d)

N
- Ret sample of POC for further testing;
(If the POC is >24 weeks old, follow st¢g

> Return the empty packaging to the OCME EU

There is a mother/victim e &plar
and DNA profile of the IS an

- Repeat testing, following Step 5a or 5b

undeducible mixtuge»

For th
been

N
O
QO
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O
@
S

Figure 1a: CV by na ;e é Figure 1b: CV by naked eye - detail

e v N

Figure 2b:
Stereo-microscopic (MIDEO) image of

FigyiR £a)
St
chorithic villi. Decidua.

icroscopic (MIDEO) image of
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Figure 3a: “ | Flgure 3b:
Microscopic image of formalin fixed, paraffin M % scopic |§ formalln fixed, paraffin

embedded and routinely stained decidua ded a tinely stained chorionic villi

%
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Evidence Examination — Touched Items

Held or touched items may be expected to yield low amounts of DNA. These |’\®
should be swabbed or scraped according to the protocols described below

1. Documentation \(1/

Record the Evidence Packaging as the initial documentatl\@each item.

a. Follow the evidence exam guidelines for prop@mentaﬂon of all
items and samples taken. For further clarific ee below

i. Note the general appearagce of the’@For example, note the color,
the dimensions, and r the i appeared to be dirty or possibly
treated with Iatent pri ve GK uch as fingerprint powders or

cyano-acrylate (f ) etc.
ii. Note the spec&a bei abbed and/or any stains observed.
sion

Include the e stain or area.
a) If an rown KM test the area if appropriate. For a
very s I aredq, cgnsult a supervisor.

b. Determine the @ f the item to be swabbed separately if necessary.
Describe the e assignment in detail in the notes. Examples follow:

i. Fo pe used to bind a victim, multiple samples may be taken
ddperyding upon the circumstances of the case and the item. These
ﬁ es may include the ends of the non- sticky side of the tape, the
ds of the sticky side of the tape as well as the middle of the non-
q sticky side of the tape.

& Similarly, a bat may be divided into the following three sections: the
top or where the bat came into contact with the victim, the middle or
barrel of the bat which may have the victim’s and/or the handler’s

O DNA, and the handle of the bat.
ii. Each of the sections will be initially treated as separate samples.

2. Swabbing a touched item using SDS swabs
a. Obtain as many irradiated SDS swabs and aliquots of the 0.01% SDS

swabbing solution as may be necessary for the item currently being
examined. As a general rule, approximately 6 square inches may be
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effectively swabbed with one SDS swab. This is dependent on the
condition and type of evidence being examined.

b. Do not open the swab tube until you are ready to swab the it \
C. Clean a set of tweezers with 10% bleach, and 70% ETOI—&{I/

d. With a tube opener or lint-free wipe, open the tube move the swab

with tweezers. %

e. Dip a portion of the swab into the swabbing n (0.01% SDS). Do not
saturate, rather moisten, the swab. If too ggh SDS solution is used,

DNA may be left behind on &item. \

f. Swab the target area bA ng of Q&the swab up with the tweezers.

g. Thoroughly swab t an th gentle pressure making sure to leave
as little of the s g soI behind as possible.

NOTE: Mult??swa@ay be used for a single area, as necessary.

e use of multiple swabs and note the area which was
ly submit as many swabs in a single tube as may be
covered by digestion buffer (approximately 200ul) at
th ction stage. (The samples divided into separate
@ion tubes may then be recombined into one extract in a

OI rocon step.)

h. Q?j&d residual SDS be left on an item, use a dry SDS swab to collect it

include it in the extraction tube to be extracted along with the original
ab(s).

c}b Place the swab(s) into the extraction tube(s).

O J. When swabbing more than one item from a case use a fresh tube of
Q swabbing solution for each item.

k. Change gloves between items when swabbing different pieces of evidence.

3. Cutting swabs submitted by another party
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a. If evidence is a swab previously taken, cut the entire swab and place in an

irradiated extraction tube.

b. Cut the exterior layer of cotton or surface of the swab that ap %‘o have
come in contact with the evidence. Make a cutting of one ti the
swab as normal. Then, starting from the area of the initial\Cug,peel the
outer layer of the swab. Cut in circular pattern, essentleh* Ing that top
layer off the stick with the scissors. Take care not \ the wooden stick.

Repackage the evidence and return to a secure storage Ioc@%

Evidence examination — Fingernail Scrapings (bﬁlpplngs)

Fingernail scrapings or clippings would&amme on the request of the NYPD or
law office and approval by a superv energ| matlon that indicates a struggle
between the victim and the suspe t be ed in order to approve this testing.

shee @nltlal documentation, where applicable. In

Use the Evidence Packagin
n C@ ed during the original examination of the sexual

many cases, this may ha
assault kit or post-mortem Kit.

Note: Fingernail scrapings an @\@bings are to be sub-itemized by how they were
received. Most often, they nitially separated by the right hand (containing scrapings
or clippings or both) and ft hand (containing scrapings or clippings or both). For
example, if the fing re item 1.4, they should be sub-itemized as items 1.4.1 (right
hand) and 1.4.2 (Ie@nd). Individual scraping dowels and fingernails must then be sub-
itemized again b&fc:r examination.

For le, if the fingernail packaging from a sexual assault kit contains all
pa€SNTE scrapings and clippings, the items should be listed as:

OQ4 fingernail scrapings/clippings (itemized below)
O 1.4.1 right hand fingernail scrapings/clippings (itemized below)

1.4.1.1 right hand fingernail scrapings
Q 1.4.1.2 right hand fingernail clipping
1.4.1.3 right hand fingernail clipping
1.4.1.4 right hand fingernail clipping
1.4.1.5 right hand fingernail clipping
1.4.1.6 right hand fingernail clipping

1.4.2 left hand fingernail scrapings/clippings (itemized below)
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1.4.1.1 left hand fingernail scrapings

1.4.1.2 left hand fingernalil clipping
1.4.1.3 left hand fingernail clipping 6
1.4.1.4 left hand fingernail clipping \
1.4.1.5 left hand fingernail clipping
1.4.1.6 left hand fingernalil clipping \(1/
In cases where the right and left hands are packaged separately, %level of sub-
itemization will suffice. For example: %\

2 right hand fingernail scrapings/clippings (itemized b

2.1 right hand fingernail scraplngs K
2.2 rlght hand flngernall cl|p ng 5\'0

2.5 right hand fingeriiq

DING
Eping . (N
2.6 right hand fin clippi
3 right hand fingernaiI{gr ngs/cl@ gs (itemized below)
erngi

3.1 right ha n pings
3.2 right han flngerr'é)lpplng
3.3 right hand fingd&nalfclipping
3.4 right hand fin il clipping

3.5 right han rna|I clipping
3.6 right h gernail clipping
1. Fingernail scra |ng

a. Compleéﬁeneral Items Worksheet for the submitted fingernail scrapings. If
packﬁ together, multiple scraping dowels can be examined at the same time
pled separately). If fingernail scrapings were received and previously

(b
mented in a sexual assault kit, you may need to edit the quantity and itemize
O scraping dowels individually.

QJ. Cut a ~¥4 inch piece from both ends of the individual dowel and place into one
Q extraction tube (per dowel). Collect any debris that may have fallen off the dowel
and place in an extraction tube.

c. Add the appropriate “_FN” suffix to all collected samples and submit for robotic
extraction.
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2. Fingernail clippings

a. Complete a Nail Examination Worksheet for each item. If packaged @ﬂer,
multiple fingernails can be examined at the same time (but sampl rately). If
broken, pieces of fingernails should be treated as separate sam %ere may be
more than 10 samples).

packaging. Fingernails can be grouped by hand for raph photograph as
described in the general guidelines of this manual

b. Fingernailsnust be photographed since they will nOtab?@‘sz to their
0

debris that can be separated fro finger an additional sample.

d. KM test as needed. If a blo@ln is §ed, collect the entire stain with a
sterile swab moistened \MQV ter. Ugn small piece of that swab for presumptive
testing. If KM positive@ me th@ ainder of the collected sample for robotic
extraction.

Note: With the excewan of @lmdes, a KM positive sample is sufficient for the

first round of testing. (ForN\gost=mortem samples, it is more likely that a KM
positive is a result of t ence of victim, rather than foreign, blood.)

c. Examine the fingernails under the eoscop% |ze any discovered skin or

e. Cutlonger flngern Xﬂ half; large samples may hinder the extraction process.
Add the app FN” suffix to all collected samples and submit for manual
fingernail E@I n.

Note: Whe
“con
ki

itting fingernails for extraction, the Evidence Item (fingernalil) is

”. For sexual assault kits, the empty packaging can be returned to the
etained post-mortem samples, create a package in the LIMS and note it
reated in lab”. Add any remaining items to this package, print and affix the
ditional label. Post-mortem samples are to be retained in the appropriate post-
mortem storage unit.

QO
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THIS PAGE INTENTIONALLY LEFT BLAI\{

> o
< .
*{\\A@Q

Revision History
February 9, 2010 — Initial version of pro§gfdure. S a
May 21, 2010 — Added Section C.16 and%C.17 % d e policy for unattended evidence.

September 27, 2010 — Revised procedures on n&gative kits with additional evidence to be examined (Page 21).

January 6, 2011 — 1) Sperm searches of the n sexual assault kits (SAK) will not be regularly performed. Instead,

samples associated with these slid | B’cut and sent for further testing; exemplars will remain in the SAK until it is
ready to be closed. All flow charts, een updated. 2) Page 21: Clarified process on additional evidence associated
with SAK’s — supervisors will det if there is a need to be signed in and examined.

charts are updated to reflfct thi$”Additionally, suspect kit processing workflow is modified (pgs 36-37, 47-48).

June 9, 2012 — Sperm search he slides in sexual assault kits (SAK) will be a normal part of the workflow. All
applicable flow charts&\;a been updated.

June 15, 2012 — Additi@ ifications, in conjunction to the changes made on June 9, 2012, were made to Pages 19, 27,
and 35.

July 16, 2012 - R e to LIMS is added. This includes how to take notes and how to document evidence received.

September 17, Revisions made to Sections H13, H20, 15, J5, J11, and J17 to remove the requirement to perform
amylase inY on true body cavity swabs from sexual assault kits.

April 4, 201 —$entence removed from procedure from Page 18 to be consistent with subsequent sections and flowcharts.

i ce should have been removed in conjunction with the 9/17/2012 revision.

13 — Sexual assault kit processing flow chart for Vaginal, Cervical, Perianal/Anal, Anal Swabs revised (Page

63) to reflect the practice of combining unlabeled perianal/anal swabs for differential extraction.

ber 30, 2013- Elaboration on the procedure concerning the examination of the contents of the trace evidence

January 30, 2012 - “Positive” si:o@r ports will no longer be written for sexual assault kits. All SAK processing flow

April 1, 2014 — Section H16 was modified to clarify that only the questionnaire and body diagram sheets need to be copied
for the case record.

May 21, 2014 —Section C12 was modified to clarify the proper procedure for sealing evidence.

September 1, 2014 — changed High Sensitivity DNA Extraction to High Yield DNA Extraction.

October 1, 2014 - Entire Evidence Examination section updated to correspond to new workflow and procedures.
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Reports
GUIDING PRINCIPLES AND SCOPE \6

Case reports bring together all of the analytical results and conclusions found

QSG notes.

Reports must be clear and accurate, and avoid overly technical terminology rN fSleading

statements.

A.  General guidelines

1.

QO

©

Overly technical terminology or misleading statem &ust be avoided. The
conclusions in each report must be supported b)éganalytical data.

A report should be written and ted t ervisor for review no later than
seven days after the last analyN\Cet' res re available. Each supervisory level
should strive to completeyt chni Xiew within seven days; if additional
analytical work is needeé) g'case ;'qrns to the analyst.

Each reviewer mu um@@completion of the technical and administrative
reviews.

DNA t ti \h following:
reports mus msc\%@ e following

Case identiN
List o ce received

a
b.

C. Deschptjpn of the methodology

d Lo¥{ tested and/or Amplification Test Kit used

e esults and conclusions

f. N interpretive statement, either quantitative (statistics) or qualitative

g@ Report date
0 Disposition of evidence

Signature and title of person accepting responsibility for the content of the

report
J- Appendix containing explanatory statements and definitions of terms.

These requirements are met in the sections of the report: top block, RESULTS
AND CONCLUSIONS, EVIDENCE RECEIVED, DISPOSITION, signature
block, and APPENDIX.

Serology or additional reports may not require all of the above.
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5. Report templates are available and should be used. These report templates

have many pre-written statements which are applicable to most cases z,\@ve
valuable time by eliminating the need to write the same sentence tedly.
There are different template reports depending on case type ah\ksting performed
(Serology, DNA, suspect, missing persons, etc.); makeé%\ correct template is
used for the type of case analyzed. Pre-written sta{%ts cannot cover every

possible case scenario and should¥ge modifieo@ecessary for accuracy.

O

B. Evidence reports versus susp@@e OlX) reports

1. The DNA typing of evid@s oft mpleted long before a suspect is

identified or an exe p& ¥S provj rom an identified suspect. Sometimes,

more than one sus s dgel@e€d on a case, such as when the initial suspect has

been eliminated (e;%; i pattern cases). It is also possible for a suspect
whose blood was collec r one investigation to end up linked to a totally
different case. Fort ns, an evidence report stands alone, without

inclusion of any SUS@ A typing results.

The evidenﬁ:@t describes the examination of any evidence that was
submitted, yping results from the evidence and victim(s), and the statistical
stateme f the DNA typing results of the evidence.

Th @ence report may have the name, arrest number and/or NYSID (New York
@dentiﬁcaﬁon) number of an identified suspect in the top block of the report.

2. Qan evidence case is linked to another evidence case or pattern, the link between
O the casesis described in the evidence report(s). When making comparisons to
Q other cases in the pattern, list the linked cases (case number, victim, complainant,
and/or entity names, and all report dates or LIMS Report IDs) in the summary and
include the pattern designation if known.

3. If a suspect is linked to a case or pattern, the link between the suspect and the
evidence is described in the suspect report. If the suspect is linked to only one
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case, the precinct and complaint number information can be included; if linked to
a pattern, the information may be left out.

a. Where a suspect sample is being compared to DNA profiles i@ﬂple
cases, each suspect report (suspect to case 1, suspect to etc.) should
be able to stand on its own if the cases are of vastly diﬂ‘erl;g‘te es (e.g., a
burglary and a sexual assault) or from cases handled by\iferent teams
(HSC report vs. Hybrid report).

b. If the multiple cases are part of a “normal” patégsingle suspect report
will address the matching cases simultaneo ist all cases where

comparisons are being made (case nu ictim, complainant, and/or
entity names, and all report dates or Ll@port IDs) and include the
pattern designation if kno

4, A table of DNA results may‘ clude e suspect case record as needed.
This table includes the D f|Ie suspect along with the relevant DNA
typing results from the preV| ases Generally, it is sufficient to pick

oo

the single best exa fro Inked case (i.e., the cleanest sperm cell
%}t IS not necessary to list all the samples typed in
ev

ence results are clean types, the DNA profile of the

fraction or unmixed dst
the evidence cases.
victim(s) may not be n{

5. Evidence reports onclu3|ons should be completed by the analyst before a
suspect comparg report is completed. Careful case management is required
to ensure th@t thg"suspect report contains an accurate report identifier
(LIMS RE,R'C ID, if applicable, or report date) for the evidentiary case
reportt h comparisons were made.

6. If ect is excluded from a particular case or case(s) the suspect report is
d as described in Step 5, above. For high priority suspect cases, a suspect
clusion should be conveyed by a Criminalist IV or above to the NYPD or

OCJDistrict Attorney’s Office.

If a suspect is subsequently found to match a case, an additional report is issued
using the format described in 3 above.
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8. For pseudo exemplars, in most cases, only one or two items are submitted for an

individual. However, testing will be done on all items. Independent of th
detection of a match, the ensuing single-source result scenarios are resﬁ\% as

follows:
A
NO MIXTURES PRESENT '\\ V
Scenario Comparison and Reporting \®I§Y/N

LINKAGE and directly to an
case(s) specifically indicaF{I.

Compare the DNA profile to %\

It?(;nﬁlsegenerate one DNA Issue repdx{ clearly St\;@that
p DNA pr as wd
fro‘mé ud(& ar.
st or b in report.
mpa@ NA profiles to | No
S

»LIN and directly to any
ca specifically indicated.

Items generate two or @\Je report clearly stating that
2 | more different DNA \ the DNA profiles were
profiles Q obtained from pseudo-

O exemplars and the types wer¢

< ) not consistent with each other.
(s\\' Request oral swab in report.

> Depending on the results of thé-ollow Scenario 1

Not ted samples | oo holes yielding a result, | or 2 above.

a result; one or .
follow Scenario 1 or 2 above.
e of the samples are

c egative.

7 I

174

O\ Request oral swab in report.
q\’ None of the samples Issue a negative report. N/A

4 | yielded a result; all
samples are negative. | Request oral swab in report

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT

MANUAL
REPORTS
DATE EFFECTIVE APPROVING AUTHORITY PAGE
04-01-2013 QUALITY ASSURANCE MANAGER 119 OF 172

The detection of a mixed DNA profile in a pseudo-exemplar clearly raises concerns about
the validity of any comparisons. Depending on the situation, a careful comparis%an

still serve as the basis for a court order for a true exemplar. Independent of thr\ tgction
of a match, mixture result scenarios are resolved as follows: N
MIXTURES PRESENT \J
Scenario Comparison and Reporting
For the single-source profiles, %cenano 1
follow Scenario 1 or 2 in the ve for the
previous table, depending on < Ie -source DNA

how many single-source D oflle(s)

profile(s) were obtained.

For the roflle re ar
At least one itemis a | two opt on the
A | single source profile, S|tua |ther

the others are mixtures.

D

@ ort th tures as “not

?&ultab omparison”.
- ort the mixtures as in

ario B below.

X |
(\‘Request oral swab in report.
O‘ Follow the guidelines in the STRNo
C) manual for complex results.
Because of the

Q If a major component can be | uncertainty these

@ unambiguously determined in gtDNA profiles will
least 6 loci, compare the DNA | not be entered into

profile to LINKAGE and LDIS.

directly to any case(s)
specifically indicated.

e of the items are
B CJS ngle source, only

O mixtures were detected.
Q If 2 major component cannot be
unambiguously determined,
report the mixtures as “not
suitable for comparison.”

Request oral swab in report.
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When reporting results on pseudo-exemplars it should be clear from the rgport
that the result was not from a buccal- or blood-sample. Depending on t e%ults
obtained, there may need to be additional statements about mixture I
pseudo-exemplar reports, a request for a true exemplar (oral swa t be made.
See the template report for the wording to address these situatio?ﬁ.

N

8. For a kinship (paternity, maternity, etc.) case, a single rep generated using
the paternity report template. Both FB numbers are us%&i e report and a copy
of the report is kept with each case record.

C. Additional and Amended Reports O\

1. If an additional report in genera@s will lés'oted immediately prior to the

*
RESULTS AND CONCLUSTQ& secti@slng the following standard
ADDITIONAL REP@

This is an @x | report. For previous examinations, evidence submitted,

statement:

and disposij ee report(s) dated (insert date or dates of all prior reports).
In instancstChlre additional reports are generated, the analyst who worked on
that w of the case will sign the most recent report. The RESULTS AND
C@LUSIONS section generally discusses only the new analyses. If the new
0 ata includes additional genetic testing, the report may be cumulative, including

Q the new genetic testing results plus the genetic testing results from past reports.
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2. If an amended (corrected) report is generated, this will be noted immediately prior

to the RESULTS AND CONCLUSIONS section using the following stan&%

Statement: (L

AMENDED REPORT
This is an amended version of the report dated (| %ate of original report).

An additional sentence describing the nature of the |on must be
included.
In instances where amended re&re g ed, the original reporting analyst
will sign the most recent repo ee ort, including the amendment, is
generated.
Top block
Each report will be on the S verS|on of the department letterhead and will have

specific identifying informa@%@he top block. Not all of the following are available for

each case. The informé ay vary depending on the case type and/or whether the case

is an NYPD subsm\it'@ase.

Rep te indicating the date the final report was generated

of deceased, victim, complainant, or entity
i0 case number
0 E (Medical Examiner) number

0 Physician that conducted the autopsy and autopsy date
Name of suspect

Arrest number and/or NYSID number of suspect

Precinct of incident

NYPD complaint number

Start date

‘-—'-'.:Q oo p
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Results and Conclusions

The Results and Conclusions section contains a summary of results and/or '\6
conclusions and the interpretive statement (quantitative or qualitative) that
provides weight to any associations made.

Before writing results and conclusions, ask yourself “WHAT DOES &EADER
OF THE REPORT NEED TO KNOW?” Then write short, clear ents answering
those questions.

The template reports contain many pre-written sentences @de the explanations and
interpretation of results. O

results; it should answer the questio ere e the submission of the physical
evidence, such as: Is there bIood?\ uld it victim's? Are there samples foreign to
the victim? Is there semen? e DNAQ ile of the semen donor determined? Are

there any other body fluids? &

The first part of Results and Conclusio guld be@r’\fef synopsis of the analytical
[@/ y

The synopsis should alsoyrzain i@'nation, where applicable, regarding database
comparisons or suitability of entf\of profiles into DNA databases.

1. Positive association&%;evidentiary or suspect DNA profiles to DNA profiles in
local databases a orted in the applicable case report.

2. Negative re@on database searches of evidentiary or suspect profiles should be
reported b\zie se report only in the following circumstances:
a. arch is a one-time event and the evidentiary or suspect DNA profile
Q ot be entered into the local databases, and/or
b& suspect sample was submitted specifically for comparison to local DNA
0 databases.

:bOCase reports must identify the DNA profiles that are suitable for entry into DNA
Q databases, and which level of database/CODIS the profile will ultimately reside.

Other things to consider:

1. For the majority of the DNA cases, the following manner of reporting serological
results is sufficient:
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a. Testing indicates the presence of human blood on the knife. %
b. Semen was found on the vaginal swab. \
d. Amylase was found on all three cigarette butts found in th\{“b’mg room.”
e.

f.

No blood was found on the pants or shoes taken fr@e ‘suspect.”

The standard forensic paternity conclusions.

2. DNA results are dealt with in the RESULTS AN &NCLUSIONS section as
well, for example:

a.

List samples that do n enou@@A for typing.
A N

The following sa had uff|C|ent amount of DNA,; therefore,
the samples co be t

List samples here typin Was attempted with no alleles detected.

PCR DNA typin @attempted on the following sample(s), but no alleles
were detecte refore, no conclusion can be drawn regarding the DNA
profile of th d / semen donor

Llst {\z s that were extracted but not typed (such as multiple samples

gle item).

rmed:

# llowing sample(s) were extracted but PCR DNA typing was not
fo

Q"c’éQ

List samples with no foreign DNA (intimate samples such as body swabs,
underwear, etc.).

PCR DNA typing was done on the following sample(s); all of the alleles
seen were the same as the alleles of [insert victim name]. She / he could
be the source of those alleles.

3. Complicated or unusual cases involving mixtures of body fluids, multiple
contributors, etc. can be difficult to write. The template reports are a place to
start, and many valuable insights can be gained by reading previous reports
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covering similar cases. Itis a good idea for each analyst to maintain a file of
copies of his or her complicated reports for future reference.

4, Clearly differentiate between similar items so that there is no confusj 'kgarding
which test results and conclusions apply to which items. For exa or items
can be differentiated by color or other descriptions: | i/

a. Human blood was found on the blue shirt. No bloo %'})und on the
green shirt. %

b. Human blood was found on the samples froig“doorway” and “hall.”

elsewhere to find out what is bei cribed’ wever, item numbers may be
used in conjunction with the it script Notations used by the collecting
officer to identify samples nt usef ifferentiate between many items.

5. Avoid the exclusive use of item numbers, sinc; forces the reader to look

6. If items were remove@n obj@iocation or person, it is useful to put that
information in the ry. L@ fon marks may be used to indicate wording
that has been copie{ E AC@as it is written elsewhere, including any
misspellings or abbreviatths:

a. Human blooa@g)und on the sample taken from the “bedroom door.”
b. Huma l@ was found on the shirt taken from “the defendant.”
;@ ting information in the voucher, request for laboratory

If there isy\g0
examin 5& and/or crime scene report, it may be impossible to determine which
is co ¢ In that case, do not include any information.

7. evidence (hairs, fibers, etc.) collected while examining evidence should be
c}Bentioned in the summary:

O a. Hairs and/or fibers were collected from the shirt. They were packaged
Q separately in a labeled envelope and returned with the shirt.

b. Glass fragments were found on the sneakers. They were packaged
separately in a labeled envelope and returned with the sneakers.
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8. All items submitted must be mentioned in the report. If nothing of evidentiary
interest was found on an item: c
a. No blood was found on the shirt or pants. \

b. No semen was found on the vaginal swabs, oral swabs o\\(abﬂ swabs from
the victim. \

9. Items should be mentioned even if they were not exam@\;necessary, the
reason for not examining may be mentioned. Q

a. The “clothes from victim” were not examir&

b. The shirt was received W?égéldy, ar@ﬂoul smelling, making it

unsuitable for DNA anal .\

L
C. The knife was not@ined, & Ing fingerprint examinations.

10. Quantitative (statisg stat @ are often part of the summary. They are
calculated for proba¥ve sarr% when:
a. The sample is ntly unmixed.

4, The sample@éars to be a mixture of two components and the source of
one comjfoNent is known (i.e. when epithelial cells are present in the
sperng cejlTraction).

C. xe is a large difference in peak heights between the major and minor
ponents and the genotype of the major component is easily inferred.

Y Statistics are not calculated for expected inclusions such as epithelial cells
O from a swab giving a profile consistent with the donor of the swab.

After a summary is written, review it carefully. Does it answer all of the
guestions? Is it clear? Are all submitted items accounted for?
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Examinations

The examinations section contains a description of the methodology and the | %ﬁed.
This section does not appear in case reports with an “Appendix” section thQ
contains equivalent information.

Standard explanatory statements are in the template reports; use t Q‘ect explanatory
statement for the type of genetic markers you used. The explan tatements consist
of several paragraphs; choose those that apply to the results i case, deleting any

paragraphs or loci that don’t apply. Q

The explanatory statement can be further modified to re@%{ the analyses performed in a

specific case, if necessary. 6
This section lists all evidence r r@e from a submitting agency or from an
rom @bs

Evidence received

autopsy. The post-mortem i y are given PM numbers to differentiate
them from other ewdence

All items signed into the case ther or not they were examined, are listed in the
EVIDENCE RECEIVED sect

1.The Evidence Recelv Qctlon should list the item number, voucher number, date
received, and descp ch item. If items were removed from an object, location or
person, it is useful tthat information in the description. Use quotation marks to
indicate an exacx{?py of information written elsewhere.

ITEM VOUCHER DATE REC'D DESCRIPTION

1@ E111111 4/15/99 sample from "bedroom door"
OQ E222222 4/21/99 shirt from "suspect"”
QO PM 1 — 4/10/99 blood sample from victim
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2. If several items are submitted as one, give all items individual identifiers. c
ITEM VOUCHER DATE REC'D DESCRIPTION Q
1.1-1.3 E111111 4/15/99 three cigarette butt (L
On the voucher, the cigarette butts were identified as "item 1". L@?pen the
package, there were three; they were given theidentifiers 1.1, \1‘
3. List submitted items that weren't included on the vou%.
ITEM VOUCHER DATE REC'D DéﬂlPHON
1.1-1.2 E111111 4 hoes
2.1-2.2 Q two socks (not listed on voucher)
4, If upon opening the |tems@§s dis d that the description on the voucher
was incorrect (for exa as submitted, but the voucher says "T-

shirt"), put the corr f; e EVIDENCE RECEIVED section
5. List missing items (liSted voucher, but not present upon opening the
packaging for exammat&
ITEM VOUCH@ DATE REC'D DESCRIPTION

1.1-1.2 Cl)@l 4/15/99 shoes

2.1-2.2 socks (not received)

6. List ite@ﬂbmitted to the laboratory, but not examined. The item description
shou@ copied from the voucher and listed in quotation marks.

@ VOUCHER DATE REC'D DESCRIPTION
0 1-1.2 E111111 4/15/99 “shoes”
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Disposition

This section describes what has happened to the exemplars, vouchered evide@ost-
mortem evidence, and samples removed from the evidence. Q

1. Always keep victim exemplar from a sexual assault kit. If no buc I\aJ le was
submitted in a sexual assault kit, keep the saliva sample or svitable item,
such as an orifice swab negative for p30. \

- An oral swab from John Smith will be retaine@ laboratory

2. All sexual assault kit items from post-mortem sam1 s are returned to the
Evidence Unit. Any post-mortem s&ples thab% ot a part of a sexual assault
kit will be retained. @

*
etai@?he laboratory.
6 tim, will be retained in the laboratory

3. Exemplars from vo &red f)ﬁassault Kits are retained; all other contents are
returned to the Evid ce%

- ltems PM 2.1- 2.8
- Items PM 3-4, fi ils

*.

—

4, Neither vouchered i{@e or samples from vouchered evidence are retained.

QO

5. If numerousGPare being kept, it is easier to write it in this way:

T Npllowing items are being retained in the laboratory:
Dried stain prepared from victim’s blood
@ - Head and pubic hairs from victim
n it

6. é
@)
QP

7. List any items/samples consumed during the analysis. The following statement
may be added and referenced in the evidence list using a symbol such as “*"

item has left the lab, but NOT through the Evidence Unit:

The gun was returned to Det. Smith, shield # 2345 on 5-7-90.
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* Sample(s) collected from this item and/or the submitted swab was

consumed. %
'\

8. DNA extracts are retained.

- DNA extracts for all samples and controls tested will be \(Aved in the
laboratory

9. State when items have been transferred to the Evidence Uﬁb\b

The remainder of the evidence will be releasi&the Evidence Unit.

xO
Each report has two signatures AQ \Q@

Signature block 6

1. The reporting analystfor e ase, a
2. The administrative re

Reports generated within t LIMS re electronlcally “signed” after validating the user’s
credentials.

Comparison only repo &&

A “comparison only; @t provides the results of a comparison in the absence of any
additional DNA typRg.) For example, this could include the comparison of a previously
typed exemplarign a suspect file to a second case or to a newly discovered “unknown”
donor to previ issued case results. Because no additional testing was performed, a
disposition QI n is not necessary. Disposition information is documented in previous
reports erred to in the “Additional Report” statement.

N
O
QO

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT

MANUAL
REPORTS
DATE EFFECTIVE APPROVING AUTHORITY PAGE
04-01-2013 QUALITY ASSURANCE MANAGER 130 OF 172

THIS PAGE INTENTIONALLY LEFT BL@(

-Q

Revision History: ( )
s procedure.
required in DNA reports (Section A.3.d) was amended to allow the loci tested and/or

February 9, 2010 — Initial yer
January 6, 2011 — Infor

ific statements were added; examples in Section G were shortened and evidence item numbers
LIMS-compliant; some extraneous explanatory statements were removed to streamline the

ct reports; (3) Added a statement that case reports must state when DNA profiles are suitable for entry into a DNA

ank, including which databank(s) are eligible.
, 2013 — Due to how LIMS generates report dates (at administrative review when the final report is created), the
requirement in the manual that a suspect report should be dated later than an evidence case report is removed from the
procedures. Revisions occur in Section B. Minor changes are made to this section to be consistent with the process of

notification to DAQ’s after suspect sample comparison to an evidence file.
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Technical Review

GUIDING PRINCIPLES AND SCOPE %

there is an appropriate and sufficient basis for the scientific conclusions. Th rtment of
Forensic Biology uses a program of technical review for case reports |ss e Department
in order to ensure that all appropriate testing was conducted, that rep urately reflect the
results of testing, and that all opinions are based upon objective sci f% bservations.

Technical review is an evaluation of reports, notes, data, and other documentsE %re that
t

This document describes the technical review procedure of the Qepaftment.

Managers may establish additional requirementg™Qr techni iew within their work groups;
however, such requirements may not be Iess entt e requirements described in this
procedure.

If differences of opinion arise during t thlc |ew process and cannot be resolved

by the analyst, reviewer, their su r( (s) manager(s), theDiscrepancies in
Interpreted Resultsprocedure in @ﬂd trative Manualmust be followed.

A
During technical review, the f@al reports, notes, data, and other documents are checked to
verify that the Departmentsra ical, case management and QA/QC procedures were followed;
data was interpreted corr(ﬁ;’, and the final case report accurately reflects the supporting data.

Technical review is pe?ﬁ('med on all cases prior to the release of the report, except for those that

PROCEDURE

are eligible for Admj tive Completion (see the “Administrative Completion of Cases”
procedure).

e file pulls together the case documentation needed for technical review. Prior
ase for technical review, the reporting analyst should ensure that all necessary
administrative records have been printed and placed into the hard copy case file.
ase File” procedure for further details on the technical and administrative records that
ed.
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A. Technical Reviewer Requirements

1. The reporting analyst cannot perform a technical review of their own ca %
Technical reviews may not be performed by the author or co-author @n
examination records within the associated case record.

2. The technical reviewer must be or have been an analyst qu 'f&h the
methodology being reviewed.

a. “Analyst” includes those whose sole analytical res@?\lity is technical

review.
3. Criminalist 1l or above may technically review: y cases; DNA cases
where no DNA testing past the qu%{ation SONS attempted.
4. Criminalist 11l or above mayst geally oW All of the above, as well as
cases that proceed to D \p ificat d typing.

O

B. Elements of Techni evfe O

There are two basic types of c® chnical review, full technical review and limited
scope technical review. ,\$

1. Full technical revie@a minimum, a full technical review includes the following
steps. Some s@ | not be applicable to technical review of serology cases or
t ot proceed past the quantitation step.

DNA cases @ia
a. @ se report and records in the case file are reviewed to ensure that:
Q’d All submitted items are accounted for in the case report and testing
@ conforms to proper technical procedures and applicable laboratory
CJQ policies and procedures.
O il. The reported results and conclusions are accurate and supported by
Q the technical records:
1. DNA profiles are consistent with the raw or analyzed data
(e.q., electropherograms, sample sequences).

2. All required controls and allelic ladders (including appropriate
controls from reworked samples) are accounted for. Inclusions,
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exclusions, and results reported as inconclusive comply with
Department guidelines

a) Associations must be properly qualified in the casesc%t

with either a quantitative or qualitative statemen

appropriate.
b) When no definitive conclusions can be reachgl)\e case

report must clearly communicate the reas
3. Examination notes and supplemental rec @'ﬂeet Department
requirements with respect to dates of %%\ on and analyst
and case identifiers.

b. The case report is reviewed for accuracy of s {mg and grammar.

(Note: This step is a part of th ministr ewew process that has been
incorporated into the Techni weva
c. The following elements aﬁerified sentin the report:
= FB cas

= Des idn of t @dence
. %tlo DNA technology

rlptlo f jhe DNA loci or amplification system
and conclusions

Ignature and title of the analyst of record
her pertinent case information as applicable, e.g., name of
victim, NYPD complaint number
\ * A location for documentation of administrative review
d. chain of custody is reviewed

0@ The statistical analysis (if applicable) is reviewed
c)f. A database review is completed if not already d&we® (Section [

Q. Limited scope technical review. A limited scope technical review is the
verification of the most critical elements of a case, including:

a. The informative DNA typing results, including review of controls
b. The comparisons made
C. The conclusions which are relayed in the case report
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3. Problems identified during technical review must be corrected. The majo
corrections are the responsibility of the reporting analyst; however, tec %
reviewers have discretion to make minor administrative corrections t not
alter the results and/or conclusions (e.g., writing an FB number ortsl;%e)

C. Update NYPD DEMP (DNA Evidence Managemen@g m)

The Department of Forensic Biology has agreed with the NYPD to eir DNA
Evidence Management Program (DEMP) for additional evidence tl@\ay exist pertaining
to a sexual assault case currently undergoing technical review bgthe Department of
Forensic Biology. It has been further agreed that DEMP will ated before completion
of the technical review of that case. This is the %{ sﬂuat% ere a tech reviewer must
check and update DEMP.

1. If the goals of the case h t bee y testlng the kit (e.g. no semen has
been found or no male h developed) the technical reviewer needs
to check DEMP for stenc ddltlonal evidence pertaining to that case.

a. Ifthereis addltlo al e de , select “send to OCME if the case is still
active” and update t S communlcatlon log for that case to indicate that
this request was

hat there is no additional evidence for that case, update the
LIMS confim ation log for that case to indicate that DEMP was checked
ifonal evidence exists.

2.

§i0nal evidence pertaining to that case.

(g. If there is additional evidence, select “do not send to OCME{ update the
QO LIMS communication log for that case to indicate that this request was made..

b. If DEMP indicates that there is no additional evidence for that case, update the
LIMS communication log for that case to indicate that DEMP was checked
and no additional evidence exists.
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D. Number of Technical Reviews

1.

technical reviewis required in some circumstances. Enhanced techng iew

One full technical review is sufficient for most cases; howeard@ianced %
nd raw
is: (1/

a. One full technical review conducted by a manager OR \

b. Two technical reviews, including at least one full tecl@ eview,
conducted by Criminalist Level llls or above. ; \

An enhanced technical review is required for:

a. Cases that require kinship analysis or paterni &alyss
b. Cases that require partial matciyanalysis (s\' ct to case only, not within a
case)

c. Cases that require the cal n ofa ood ratio

d. Cases where a comparl fthe rofile of a suspect, victim,
elimination sample, o knovﬂ duced donor in a case results in one of
the following concl
* no conclusi
* the known dogor can ot e excluded from the mixture

e. Cases containing co NA mixtures that have been deconvoluted.

Characteristics of I X DNA mixtures includes:
. >3 contributo#\2
* More than *Z" or “INC” in the deconvoluted profile (unless the “Z” or

“INC”} c@to dropout/degradation rather than ambiguity in the
deco@tion)

he rque ent for enhanced technical review does not apply to cases that

cont simplanixtures where the DNA profile of the major contributor to

e@m xture is unambiguous. Characteristics of simple DNA mixtures includes:
mixture ratio of approximately 5:1 or more extreme

CJO The presence of a clear major contributor with just a few other alleles called

QO

A completely deconvoluted major contributor with no more than one “Z” or
“lNC"

However, a deconvolution of the minoontributor to a simple mixture can render
a simple mixture “complex”.

Note: An analyst or technical reviewer may request an enhanced technical
review of any case.
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E. Documentation of Technical Review %

1. Technical review is officially documented either (1) on the applicable% uled
Analysis sheet with the reviewer’s initials and the date (pre-LIMS or (2)
within the LIMS.

a. Pre-LIMS cases: The technical review completion da@s uld also be
entered into the electronic case logbook. \
i. The “Tech review llI/IV” field should be @r the first
technical review completion date.

ii. The “Review AD” field should be u ﬂor the second technical
review completion d if appli

2. Tech review approval shouldb&@orded S only when corrections, if any,
have been made.

3. DNA cases with comple hmcé‘e ews are ready for administrative review.

F. Database Review v C)O

1. DNA profiles that are %‘@e for CODIS and/or LINKAGE must undergo a
database review by iminalist Ill or above. One database review by a
Criminalist 11l or IWs'sufficient in most circumstances; however, one review by

a manager ()C}@views by Criminalist Ill/IV’s or above are required for:

a. Mixtu ofiles resulting from complex mixtures, and
b. ' -source (complete or partial) profiles deduced from complex
xtures
2. ase review can be included as part of a full or limited-scope technical

iew or it can be conducted as a stand-alone review in order to expedite profile
ntry into a database.

Q. Database review of LINKAGE-eligible profiles may be completed before or after
their entry into LINKAGE.

4, At a minimum, a database profile review includes:

a. A review of the database profile and interpretation (LIMS) or the “DNA
Profile Evaluation Form” or “Missing Persons DNA Profile Evaluation
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Form” (pre-LIMS, as applicable) and supporting documentation to ensure

that:
I. All required fields within the form have been complete
il The DNA profile(s) is accurate
iii. The specimen identification number is correct i:}/
Iv. The positive and negative control results are acc
V. The DNA profile(s) is eligible for entry i the applicable

database(s)

b. Verification that profiles were correctly e @d into LINKAGE (if
applicable) O{

5. The database review is docume ith th wer’s password-verified
electronic signature (post- LIM &ﬂence the Scheduled Analysis form
(pre-LIMS evidence).

a. Pre-LIMS eV|de he A S database contains fields named
“Database r " spect Logbook) and “CODIS review” (in the
Case Logbo The@ s are not used for official documentation of
database reviews; er, dates entered into the fields (e.g., Suspect log

book—date profj I@ ered into LDIS; Case log book—date of database
review) can ul for casework metrics as a close approximation of the
date that th lle is entered into LDIS:

6. Correctionsgﬁ Profile Evaluation Forms prior to entry into CODIS.

a. CagreCWdns to database profiles are shown to the reporting analyst, who
s the changes prior to entry into LDIS.
b. e profile is needed for immediate upload and the reporting analyst is

ot available, the corrections can be approved by a Criminalist 1l or
0 above. The corrected database profile is later shown to the reporting

analyst.
Q°
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7. Corrections to DNA Profile Evaluation Forms after CODIS entry.
a. Corrections are made by the CODIS group.
b. The CODIS group will involve the reporting analyst as necessar %
particularly if doing so provides training value to the reportingéghet.

Revision History: (‘ :

February 9, 2010 — Initial version of pr .

September 24, 2010: Clarify enhagag&tethnical review requirements for mixtures; add Proficiency Tests to case types that
require enhanced technic : exempt Suspect profiles from requirement for databaserrevi@aentry into
LDIS; clarify that Accesﬁ?o fields pertaining to database review are useful for casework metrics, but are not
official documentation of ase review; add procedures on modification of DNA Profile Evaluation forms to Section
E (Database Reviewr\'

March 28, 2011 - Spec e technical review requirements set forth in the 2011 version of the ASCLD/LAB-
International Su ntal Requirements; revised procedure to indicate that technical review is performed on all cases
prior to the r f the report.

July 16, 2012 4 es to language on documentation of Technical Review to account for simultaneous existence of pre-

LIMS evi e and case reports tech reviewed in LIMS.

April 1, 2 rocedure revised such that Criminalist Level Ill analysts are allowed to conduct technical review of DNA
poEi Wekases. “Guiding Principles and Scope” section revised to clarify procedure when unresolved discrepancies

0 =2014 — Section C.2, requirements for an enhanced technical review, was revised to specify the type of cases that

quire an enhanced technical review and the type of cases that do not require it.

Jurfe 16, 2014 — Revised requirements for Enhanced Technical Review.

September 1, 2014 — changed the name of the “Unresolved Discrepancies” procedure to “Discrepancies in Interpreted
Results”. Also noted that the “Discrepancies in Interpreted Results” procedure has moved to the Administrative
Manual.

October 1, 2014 - Section C added pertaining to checking/updating of DEMP (DNA Evidence Management Program)
before final technical review of sexual assault case files/reports.
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Administrative Review

GUIDING PRINCIPLES AND SCOPE:

An administrative review is the final evaluation (editorial review) of the report
documentation (examination and administratiamedl must be completed prior to
of the report. Reports cannot be issued without a completed admlnlstratl ,ew; this includes

high priority (“rush”) cases.

A program of administrative review foeports issued by the Depart @Forensm Biology
helps to ensure that reports and case file documentation are i ance with the guiding
principles and procedures in the Department’s management s éﬂ

This procedure describes the administratlve rew and dlstrlbutlon process for the
Department.

S
PROCEDURE: C)Q \

Administrative reviews can be p Worensm Biology Administrative Team as well
as by Criminalists and other titles.$ Th istrative Review Checklist shall be referenced by
the administrative reviewer to ensure &

have been completed. The Admin;

all aspects of the Administrative Review Procedure
Review Checklist is summary of all key points of the

Administrative Review Procedur Checklist does not replace the need to follow the
Administrative Review Proce@taned in this manual, but instead acts to enhance the
administrative review pro e electronic signature of the administrative reviewer in LIMS
indicates completion oft inistrative review and signifies that all aspects of the

Administrative Review, ocedure and by extension the Administrative Review Checklist, have
been adhered to. Q

The author of ﬁtreport may_notconduct an administrative review of their own report
and its ass cords.

r{iliStrative Review
AdmiMstrative review is conducted on the hard copy report in the case file.

1. Ensure the following key information is accurate and complete in the report:
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a) Title block:  FB# or proficiency test # / victim name / suspect name /
complaint #/ ME # / arrest #/ NYSID # / Start Date /[ME
name & date of autopsy

b) Header: FB#, the victim’s or supect’s name and, if appli e\an
ME#. The header must appear on all pages the first
page.

C) Text: Check page numbering; ensure the r
LIMS-created case reports, this si
validated. Case reports created
contain a handwritten inked si

js signed. For
s electronically
of the LIMS

d) Evidence received and disposition:
Check for corract evidencisephization, voucher # and date
evidence reﬁj @

*
2. For pre-LIMS cases, use thb@A/Ser@?ubmission Tracking & Productivity
Form to compare the dat&? he daﬁh the report. Ensure that all evidence
entries correspond to {@ Iistet@ e case report.

3. Review all hard cop admin@?lve and examination records in the paper case
file to ensure that the rec e uniquely identified according to laboratory

policy and/or procedur
a) Check examm& notes for analyst’s initials, FB# and page #.
b) Ensure tha B# appears on all pages of administrative documentation.

Note: The '&Qﬁ the report for spelling and grammatical accuracy is an
el&i f the Administrative Review process that is conducted during

ical Review.

e file is routed back to the analyst if major corrections to the case file are
ed, such as changes to the report. When minor problems are noted, such as
¥ssing page numbers or initials, report distribution can be completed prior to
routing the case file back to the analyst for corrections.

0. Document the administrative review. For case reports created outside of LIMS
(pre-LIMS cases), the administrative reviewer signs in the designated area on the
hard copy of the report.

7. Case reports created outside of the LIMS are scanned to pdf format and
distributed to the appropriate customers. (See Sections E and F for details.) The
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LIMS-created reports are generated as pdf documents when the “Final Report”
button is selected. Report distribution should be done on the same day gs the

administrative review. \

8. A copy of the case report pdf must be saved to a location on the @rver to
allow for distribution to the NYPD’s ECMS system and other a \ (as
necessary). ?\

B. Additional Information on Administrative Reviews %

1. For pre-LIMS evidence where #&mended Reportd@ut any more work has
been issued, the administrative reVigw is docu\) d only in the case file, not in

the electronic Case Log Book (“ data

2. For Administrative Completl Cas e file is closed out without
issuing a technical repo e findiRgs? for example after a stop testing request)
a report is written and |tted m|n|strat|ve review only; no technical

review is required. ?\

C. Recording Productivity Me QO)r Testing of Pre-LIMS Evidence

This section applies only to evide eceived in the laboratory pre- LIMS. Case reports on
evidence received pre-LIMS s e prepared separately from case reports on evidence
received post-LIMS.

1. Open theﬁ%se report record in the appropriate case logbook (Case Log Book or
Suspeo@ Book) database.

2. e administrative review date in the “Admin Review” field.

3. OQueck the data fields of the case log book to see if they are filled in appropriately.
O Obvious mistakes must be corrected. Exercise care when entering data as the
Q Access databases are not overwrite-protected. Before entering anything,
especially when updating an existing record, ensure that the right record and the
correct data field is selected. Also, take a moment to double-check what was
entered. See below for expected entries in some of the data fields.

4. Update the following data fields in the VOUCHER SUBFORM. Most of the
fields will have been filled out by the evidence sign—in staff, whereas other fields
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need entries by the administrative reviewer. Please ensure that data in all fields
are accurate. Use the Tab function to automatically populate the fields thag# have
entries in the main Case Log Book window. '\

Voucher Subform: (I/Q

FB#

» Casefile # '\
EU# | %\Q

* Each voucher has a separate Evidence Unit or{

Voucher# 6 5\'0
» List all vouchers received. @ @
*
&
D#
* The D# can be fo;:&&;h the@r. This number corresponds to the entry in

the FID/OCME {aigen UC') Evidence Management Program (DEMP).

PM Sample \
* Record all PM iten{®he following format, PM__to_ . Ex: PM 1to 7.

FBio Date Rec
 Date firs@@ms received on tHefs See Table below for exceptions.

Submitte&ltems
« Tot f items submitted for each voucher or PM samples. This is the
@) r of items listed on voucher and does not have to match the number of
&ns actually received for examination. For example, a sexual assault kit
0 ounts as one item submitted but contains many envelopes of evidence that
O are all counted as items received.

QO # of Iltems Examined

» Total # of items examined for each voucher or as PM samples, as listed on the
DNA/Serology Submission Tracking & Productivity form.

# of ltems Not Examined
» Total # of items not examined for each voucher or as PM samples, as listed on
the DNA/Serology Submission Tracking & Productivity form.
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PAGE

QO

Report Date

» Date of the finished report.

Testing Completed

‘o

» This date reflects the date the last technical result, as liste \{Lf
DNA/Serology Submission Tracking & Productivity form

EU Date received

* This is the date the evidence is received in the a

Sign-in Initials

* Initials of person who S|g

Admin. Initials
» Initials of perso

voucher subform

administrative review.

See Table 1 for expecteb lues for the dates recorded in the logbook and the

xS

,-OQ

TABLE 1
FBio Date EU Date
10 Received Received Date Started
Date first voucher Date f|rst_ Evidence exam
Out ubmission, voucher is

@ cord 1 of 1

is signed in on the
5" floor

received at the
sub level EU posi

date for first item in
the case

C)| Outside submission,

case record 2 of 2
(see note below)

Date first additiona
voucher is signed
in on the ¥ floor

Date first
additional
voucher is
received at the
sub level EU posi

Evidence exam
date for first
additional item in
the case

Cases with post
mortem items

Date on red bin
sample batch shee

Date red bin was
received by the
EU as indicated
on the chain of

custody

Evidence exam
date for first item in
the case

All printed versions are non-controlled copies.
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. FBio Date EU Date
Case scenario Received Received Date Started p
FBio = EU date
Additional testing Date where Date where \‘
) . ) . additional g
without new outside | assignment was See FBio date
o . onin-h is
submissions accepted or decided @
started
upon
DINA testing on Sexug Serology report Serology report o report
assault kits after a gy rep gy rep gy rep
date date {
serology report P
FBio = EU date Date where
Storage cases that are Date where - .
. ; ) . additional testing
activated; for example| assignment was See FB e ; . :
L . on in-house item is
a missing persons cageaccepted or ided \
upon started

\ 4

Can be the date of

Report only cases Shouf;’b;equal Sh uld be equal | the additional

ted \ 0 Date Started | comparison, or the
date of the report

6. Complete the Adm| 07 sﬁz section in the database. The initial fields
repeat information from t Case Log Book window; use the Tab function
to automatically populam se fields. The information for the other data fields
can be found on the erology Submission Tracking & Productivity form.

From Case Lo

FB# (For iology)
. AIre&ﬁlled out. Double check number listed on report.

M edical Examiner)
Il samples received from autopsy will have this completed. Double check
& number listed on report.

O Complaint#
Q » Unique identifier for criminal cases found on the voucher or lab request.
Compare entry to the 61 as the official NYPD record.
* Proofread the number on the report.

Case Type
e SEXA — Sexual Assaults
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e HOMI - Homicide
Note: Sexual Assault kits collected post mortem in a homicide, case t)%

should be homicide. m
» ASSA - Assault, for attempted murder and assaults; “Robbery AQ is also
an assault.

« PATR - Case type used for paternity hold requests only. \

Note: Fetus cases or other paternities in sexual assault be SEXA.
 PROP - Property Crimes, Burglaries, Robbery, and H@wvasmn
* MISS — Missing person; Case type used for unidenti odies or body part

WEAP - Criminal possession of a weapon, (CP\N@ , found fire arm or
reckless endangerment if weapon is not associ ith another crime.

 DRUG - Drug possession or other drug relat

« SEXPL — Sex crime related to lic lew ex. subway masturbator.

* OTHER - Catch all for other@i™e typ as arson, hate crimes or for non
criminal activity post most X %her” should be used if suicide or
accidents are signed i \ M ki icate the nature of the case in the
Additional Info. box f&mpl icide”.

e SUSPECT - S$~ iles

Analysis Type
* HCN - Selecte eduled testing is for regular STR’s.
 HIGH SENS lected if increased cycle number testing is scheduled.
s where evidence is scheduled for regular STR and increased
cycle testing
e MIT cheduled for mito testing.
- B D — Cases where unknown bodies or body parts are actively
ared to reference samples.
DATA B — Where unknown bodies, body parts or reference samples are
é tested to be entered in CODIS database.
OO- INH PATR — Criminal paternity / kinship case performed in house.
» STORAGE - Inactive cases with samples being held but no testing scheduled.
Q » REPORT ONLY — Used for reports that does not involve any evidence
examinations or DNA tests, for example additional reports.
« OTHER - Use only if no other analysis type applies. This option should be
used if a file was started but the only evidence was returned without testing
and is not being stored.
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From DNA/Serology Submission Tracking & Productivity form or report:

IA initials %

* For the majority of cases this will be the person who signed the repQrtsx Check
that the same person initialed the pages on the right side of th file and
signed off on the report.

* Do not change the Case Log Book entry if the initials do ohq tch. There are
several circumstances where the Criminalist listed as t>\ in Access does

not sign the report. %

CODIS Profile
* Check box if there is a CODIS Profile. é

FBio Date Recvd 6

* Alsoin Case Log Book AQ 6\Q®

Date Exam Started \ \

* From DNA/Serolo% bmis@racking & Productivity form

Report Date E \C)

* From report. O

Admin Review ’\&

» Date of adm@ive review indicating that the case was completed, and that
all Ievels() w have been performed.

Total # V&ghers
« Th vouchers as documented in the casefile.

I@# Items recvd
O The actual number of items received as documented in the case file.

Note that this is the actual number of items as counted by the Forensic
Biology analyst and not necessarily match the number of items on the

O
QO voucher.

The following numbers, if applicable, must to be entered:
o #ITEMSEXAMINED
o #ITEMSNOT EXAMINED
0 SAMPLESFOREXTRACTION
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SAMPLES FOR QUANTITATION
SAMPLES AMPLIFIED

STR INJECTIONS ANALYZED %
# STRLOCI INTERPRETED '\
MtDNA QUANTITATION

LINEAR ARRAY \(1/

# Mt SEQ CONTIG ?\

TOTAL AP TESTS Q

TOTAL P30 TESTS (0\

SPERM SEARCHES

TOTAL SEMEN TESTS

TOTAL AMYLASE TESTS

TOTAL KM TESTS S\'OK

TOTAL SEROLOGY TESTS @

TOTAL ALL TESTS
NN
Hospital Q gh
» Select the hospital @ Iisted@ e Sexual Offense Kit Inventory Sheet
e

from the drop d nQ@spital is not listed on the drop down menu,

O 000000000000 O0OOo

select OTHER. IKno hosRitaljis listed on the Sexual Offense Kit Inventory
Sheet then select UNRNOWN.

Admin Initials 5\$O
«  Admin. Review@s hitials.

EU Date Re@q
» Also i¢CaSe Log Book.

7. Addi@%nformaﬂon on Recording Productivity Metrics

@e Backlog Admin Review database to capture a basic set of information on
0 n-FB cases. This database can be found under Admin Review Forms in the
Forensic Biology Access Main Switchboard.

Q Proficiency Test productivity information does not need to be captured in a
database. However, a full Administrative Review is required prior to releasing
the results to the appropriate vendor. All documentation, including a productivity
form, is kept in the Proficiency Test File.
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There is an additional Admin review database for cases received prior to January
1%, 2007. This database is named Admin Review Through 2006 form and gan be
found under Admin Review Forms in the Forensic Biology Access Main 6
Switchboard. \

For cases where an Additional Report was issued without additio\(alpsting there
will be no productivity data to enter. '\

D.  Scanning of report(s) utilizing the scanner (Fujitsu Sc@%p S1500)

should be followed to digitize the signed report into a pdf docu

1. Check the bottom right hand co@the C \Ter screen where the application
icons are located. The scann ead \ ue circle with a white “S” is
displayed. ’\ @

2. Place report face down side on the scanner. Only one report can be
scanned at a time. A, met @ Internal purposes and will not be scanned.

3. Press the blue (sc?&tton the report.

4. Select “scan to foldeg”. G

5. In the “specify file name” §alog box change the pdf file name from date & time
to the appropriate FB#, @ 10S0034; 1000263; 0906754a).

6. In the “specify destiri\é n folder” dialog box save the pdf file in the appropriate
reports directory vi browse button. (e.g., M:\\FBIOLOGY_MAIN\

For cases that contain reports generated outside of the LIMS sygeghe following procedure

Reports\Sus 0-S).

7. Select “Savq’. ‘¥Flles were saved successfully” is displayed.

8. To Canw can, select “Cancel” and close out the dialog box. Select “yes” to
delete

E. Repor@%bution

1 ase generated prior to LIMS, the Forensic Biology Report Route Sheet indicates
ere the report needs to be sent. For case reports generated within the LIMS
system, the report recipients will be automatically designated.

2. All reports with a complaint number are uploaded to NYPD Enterprise Case
Management System (ECMS). All reports needed for Medical Examiner
identification purposes are sent to OCME Case Management System (CMS). The
following reports (.pdf files) are sent to the DA’s Offices using email:
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- Homicides

- Sexual Assaults
- All other crime types where there is a “hit” in a DNA database (local, st e%

national).
- All other crime types where an arrest is indicated on the 61 form %
paperwork. | i/
3. All crime types where the 61 form or other submitted paperw es not indicate
that an arrest has occurred are not routinely sent to the DA¢ s; this includes

property crimes, assaults, and criminal possession of a

4. For the case reports generated prior to LIMS, the coppletion of the report distribution
must be documented by initialing and @ating the Route Sheet.

Note: The original of the report is@tained i Forensic Biology case file.

*
5. OCME CMS (via electronic m@}d) \6

a) From the OCMIYﬁanet ' @% on the “UVIS-CMS” tab at the top of the

page.
b) Click on the line that ﬁe Click Here to Access the UVIS-CMS
Application”. 9
c) A pop-up windov&@ ppear asking you to “Please Click on My Silos to
Select Silos”, QQQ K.

d) Type the the case report you are uploading into CMS into the search

box at thé?y Ight hand side of the screen that states “Type Case No.”

e) Uncheggk box at top right side of the screen that states “Last One Year

Casg\[™he case is older than the current year.

i er to search for case.

on the case number when the case entry appears on the screen.

rom the drop-down menu under the “Documents” tab select “Forensic

Biology report”.

Oi) Click the “Upload Files” button.
O j) Click the “Browse” tab at the bottom of the screen.

Q k) Search for and select the case report you need to upload into CMS from the
folder where Forensic Biology reports are kept in PDF format. You can
browse and select multiple case reports for upload to CMS as needed.

[) Click the “Upload” button at the bottom of the screen.
m) A PDF icon of the case report should appear on the screen. Click “Open” to
view the report to ensure the correct report was uploaded to CMS. Click
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“Open” when the pop-up window appears asking if you want to open or save

the PDF.
n) Click the “Update” button on the bottom right hand side of the scree@
ensure the report has been uploaded to CMS.

6. NYPD ECMS (via electronic upload) \(1/
a) Click on the Internet Explorer icon and navigate to %
http://10.152.144.123/ecm$his is the log in scree.
b) On the Log in screen: enter the Login ID and rd. Then click on
the “Login” button. During an initial log in, th will be prompted to

change their password.
C) After successful log in, the r&PD ECM &en will appear. To upload a

new Forensic Biology rep ck on NA Attachment” button
(bottom right corner).

d) Another NYPD ECM een w ear. Fill in the following
information: the i Ntation (the date that a report is being scanned
and uploaded); rensi ogy number (format: FB09-00001);
OCME num E er are optional (can be left blank), and the
complaint nukiber (f%: year — precinct — number).

a

e) Click on the “View int” button to compare the complaint to the
one in the file. @‘that the information corresponds.
f To attach the¥g orensic Biology report), click the “Upload” button.
This will op |Ie browser. Browse for the file, highlight the pdf

p—

versio k open.
0) The Lﬁ?’ ed flle can be viewed by clicking on the “View” button. If an
file was uploaded then click on the “Upload” button again,
e for the correct file and click open. This will overwrite the
vious attachment.
h nce the correct report is uploaded, click on the “Save” button located at
the bottom right corner of the screen. At this point, the entry will be
0 forwarded to the case folder and a system message “The Forensics Entry is
() successfully inserted” appears. Click on the “Close Window” button.
O i) The entry must be approved prior to being forwarded to the NYPD
Q system. Click on the “Action” button to the right of the entry to approve.
Select either the “View” option or view the entry and approve using the
“Approve” button on the bottom right.
)] To delete the entry and not approve, select the “Delete” option from the
“Action” button. At this point, the entry will not be forwarded to the case
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folder and a system message “The Forensics Entry is deleted successfully”
appears. Click on the “Close Window” button. c

7. DA(s) Offices (via email)

Non-LIMS reports: \(1/

a) Click on the inbox for the DNALab mailbox.
b) From the top menu, click on “New”. This will open W e-mail

message.

C) Click on “Send” from the top menu of the new@message. On the
“Send” toolbar, click the “Options” drop dow button and select
“From”. This step only needs to be done @rst time. Afterwards, the
“From” line should appear ’&1 clickin ". Now place the cursor on

the “From” line and type “ ab” to from the DNALab mailbox.
Otherwise, the e-mail w sentf e user’s own mailbox.

d) Place the cursor on m(& "lin ype in the designated DA Office e-
mail address. &

e) Place the curso “Su line and type in the offense type and the
victim’s or s n g Homicide / (S) Goethals Bridge). Click
on the paper¥lip |cor€é olbar) to attach the pdf file.

f) Replace a person | signature block with the FB Dept. e-mail
signature block. |s by copying and pasting from a previous sent e-
mail in the “S ms Archive” of the DNALab mailbox.

Departme Qensic Biology
Office f C Medical Examiner
421 Egﬂtreet

NewkYork, New York 10016

N I2-323-1200
1 212-323-1590
ail: DNALab@ocme.nyc.gov

Web: www.nyc.gov/ocme

CJQ No text is needed in the body of the e-mail. There is one exception — if the

O report is meant for a specific Assistant District Attorney, the report is still
Q sent to the main email address, but “ATTN: ADA ...... name here....” IS
added in the body of the email in bold block letters.

h) E-mails that are sent to DA’s Offices are automatically placed in the “Sent
items” of the e-mail inbox. To archive these e-mails, move the sent e-
mails from the “Sent items” of the mailbox to the “Sent Iltems Archive” of
DNALab mailbox.
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LIMS generated reports will be automatically e-mailed to any DA'’s office in the
Distribution List tab for that case report. \%

8. Other (e.g., outside jurisdiction, corporation counsel, AUSA) Q
a) Follow the instructions on the route sheet if the report c&ée sent via

email.
b) Notify the A team if the report needs to be faxed@\a ed as a hard copy.

F. Case file routing Q

\

1. Unless minor corrections are necessa or addltl esting needs to be scheduled,
the file should be placed in a “to be fi

2. Use the Forensic Biology Intern ile Rouﬁ eet to indicate any destinations other
than the filing bin and affix t ettg utside of the file. Unless there are
exigent cwcumstances d use s notes

3. Prepare an out-guide s tlng thggblals of the receiving Forensic Biology staff

member, team, or CODIS fo Iles that are not routed to the filing bin. Place all
out-guides in the filing bin K

G. Troubleshooting Q

1. Open an IT Relgdesk ticket for any scanner related problems.

2. ECMS @s\ﬁspend user accounts after three unsuccessful logins. In the event
this ns or there are any issues with accounts, please contact the designated
F aison for ECMS.

3. c})‘supervisor of the Administrative Team can help with any questions regarding
O report distribution or file routing. For case specific questions, consult your
supervisor
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Revision History:
February 9, 2010 — Igi4

view (Section A); updated the Administrative Review Procedure (Section B and C); added the steps
necessa port distribution (Section D and E); and added procedures to be followed post-report distribution
ection G inserted to address troubleshooting.

Decembdr 1872010 — Revised Section C (Administrative Review Additional Information) to include updated procedures for

g a Proficiency Test.
2011 — Specified the administrative review requirements set forth in the 2011 version of the ASCLD/LAB-

ternational Supplemental Requirements; reorganized procedure and separated out the Administrative Review and

ecording Productivity Metrics process.
July 16, 2012 — Substantial rewrite of the procedure to accommodate changes caused by LIMS implementation. Section C

was left mostly unchanged.
December 30, 2013- Addition of procedure on how to electronically upload to OCME CMS added to the “Report

Distribution” section.
February 2, 2015- Addition of use of Administrative Review Checklist added to section. Procedure modified to remove

obsolete/ unnecessary reviews of information during administrative review.
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Subcontracting

GUIDING PRINCIPLES AND SCOPE \%

Subcontracting is the utilization of another laboratory to provide services withi (ht?
Department’s scope of accreditation. It does not pertain to situatiamdch the [,qihr ent

uses an external laboratory to conduct a specific analysis using a technologytQat$he laboratory is not
qualified to perform or when the Department will not take or retain owner heFaata.

example, using another laboratory to provide mitochondrial DNA test “subcontracting”

since our laboratory provides mitochondrial DNA testing services. er, the utilization of
another laboratory to provide RFLP work is not “subcontracting"wlc our laboratory does not

provide RFLP services. @

A sub-set of subcontracting is outsourcinghiclyi utili f a vendor laboratory to
provide DNA services in which the Departm% es OE’R iNs ownership of the DNA data for entry

into CODIS, when applicable.

It is not the usual practice of the De ent z&nsic Biology to subcontract/outsource work.
Should the need arise; however, ep would use only competent subcontractors. This
document describes the general pyoce smtablishing a subcontracting agreement that meets
the requirements of ISO 17025 and th %I Quality Assurance Standards for Forensic DNA
Testing Laboratories. K

N
o)

In the event that the DeRartment of Forensic Biology needs to subcontract work, the Department
notifies the affected mers, e.g., the NYPD and/or District Attorney’s Offices, in writing. In
most cases the De@t ent requests the customer to provide their approval, preferably in writing.

PROCEDURE

The Depart eeks subcontractors that it believes to be appropriate for the tests to be
conductedf

0 f a subcontractor is selected by the Department, then the Department is responsible
to the customer for the subcontractor’s work.

* If a subcontractor is selected by the customer, the Department follows all steps in the
subcontractor qualification process. The Department informs the customer of the
results of the results of that process, and the ramifications of using vendor
laboratories that do not meet the Department’s requirements.
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1.

2.

A. General Requirements for Subcontractor Qualification %

A subcontractor must be accredited, preferably to ISO/IEC 17025.

The Quality Assurance Unit maintains a register of the subcontra Qlthat the
Department of Forensic Biology uses for tests, as well as thg r&\Q s that support
subcontractor competence, for example, accreditation cer % and audit
documents.

I. The records include the date on which the s{gtractor was approved.

B. DNA Subcontractor Qualification 6 \9

1.

%& whether an external laboratory is

The appropriate Technical Lea et
epartment. The minimum
nce are:

competent to act as a suggbgr tor f
requirements for DNA | ryc
I. Compliance wi FBI y Assurance Standards for Forensic DNA
Testing Lab%ies, fied by a revievitaf vendor laboratory’s
external audit ocume@port, the vendor laboratory’s responses, and/or
follow-up actions t y findings detailed in the report.
il. Compliance wit{ eral accreditation requirements.

Where the vendor ratory will perform DNA analysis for the Department (and
not for a law @ement agency or entity other than the Department), the
appropriate Gc)xnical Leader reviews and approves the technical specifications of
the subcdgtracting agreement prior to the awarding of any agreement.

Prior %initiation of analysis under a subcontracting agreement, the following
S ke place:
\ The appropriate Technical Leader or designee performs an initial on-site

CJO visit to subcontracting laboratory.

QO

* The employee performing the visit is a qualified or previously
gualified analyst in the technology, platform, and DNA typing kit used
to generate the DNA data.

* Itis not necessary to conduct a full DNA audit during this visit, but at
a minimum the visit must include an assessment of the work site and
documentation of the subcontractor’s ability to perform analysis on the
outsourced work.
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il. The appropriate Technical Leader documents in writing that the
Department accepts ownership of the subcontractor's DNA data opy
of the approval is provided to the subcontractor.

visit to the subcontractor laboratory.
I. An on-site visit conducted by another NDIS laborator e same

technology, platform, and DNA typing kit is acce tag The records

4, Subcontracting agreements that extend beyond one year require W ual on-site
t

provided to the appropriate Technical Leader m

» The date of the visit

e A summary of the visit

* Documentation of the qualified person@who performed the visit.

The Technical Leader documen&r rewe@nd acceptance of the records of
the on-site visit.

A new “initial visit” is re when aIs or re-awards involve gaps in the
agreement of greater r where there are changes to the technical
specifications.

C. Data Integrity

All data and/or reports ge d by a subcontractor as well as any vendor-generated
profiles uploaded to or ed in CODIS by the Department are technically reviewed in
the same manner and reports generated wholly within the Department. See the
TECHNICAL REV@)rocedure for details.

Revision History:
February 9, 2010 — Initial version of procedure.
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Administrative Completion of Cases
GUIDING PRINCIPLES AND SCOPE \%
technical report on the findings. Many cases submitted to the Department of F ic Biology

are resolved without relying on the data generated from the evidence. F le, plea
agreements, recanted complaints, or investigative results that indicate n; e was committed

Under certain circumstances it may be advantageous to complete a case file ﬂ}( suing a
E ér S

are all reasons why testing results on submitted evidence may not b ed. In many of those
situations cessation of testing, report writing, and/or technical revie@ prevent unnecessary
expenditure of Forensic Biology resources. \

This document describes the process to adminis@ively cwase.
. A@ *\Q
PROCEDURE ‘Q\ &6
1. Cases are eligible for admini(gt)\/e cI@hﬂﬂhe following are true:

confirmation (letter, e-mail) a Forensic Biology report is no longer needed. If the
written or oral confirmatio come from the NYPD, follow up with the District
Attorney’s Office is ne ry to ensure that the case can be administratively closed.
0 The documenigion is retained in the case record.
* Any DNA profil ight potentially be generated from testing the evidentiary
items would no ODIS-eligible (as per the usual rules for determining CODIS
eligibility).

* An appropriate entity, eg., éﬁﬁ[)PD Liaison Unit, has provided written

Unless no @e occurred, testing on items of evidence that might produce a CODIS-

eligible @e testing must continue and a report must be issued.

2. Th rininalist IV supervisor responsible for the case evaluates whether the case
es for administrative close-out.

Q For major crimes it may be preferable to finish a report and the technical review even
if the case qualifies for administrative closure. This is because the case may be re-
opened, for example after an appeal, and it would be a challenge to finalize the initial
results at a later date.
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The Criminalist IV should perform the following actions before approving an
administrative close-out of a case: c

with technical results is not needed.
* The Criminalist IV documents their approval in the case communlj\BQ g.

* The Criminalist IV reviews the written documentation to confirm that a D@ ort

Securing data and evidence Q

Depending on the status of the testing, different steps are r@ before the case can be
closed.

* Remove samples from any p extr batches.

a. Evidence was examined, no extra@on O
tal

* Reunite clippings with reta $ |dence items before the evidence is
returned. However, if t enceb swabbed with 0.01% SDS the swab is
extracted and tested idd tion issues.

b. Samples were ext@ angéer tltated
» Extracts of biological flui&gains and other HSC samples are saved.

» Extracts for low level INA items, such as a touched object, are amplified and
run, but the data is nterpreted.

C. Samples were agiﬁed
e The ST steps, including run analysis and editing, are completed, but
the datmﬂt interpreted.
d. Samzlé\yﬁe re run
. ropherograms are included in the case record, but the data is not
@rpreted.

Ad grative Report

QOAII technical pages are numbered and initialed

* The productivity worksheet (pre-LIMS evidence only) is filled out to capture the
completed analytical steps

» The report contains the header and the evidence disposition section, but no results.
The first page should contain a sentence such as:
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“Testing was suspended and no technical results will be reported

on the submitted evidence items. This case can be reactivated

upon request. Further analysis will require approximately 60 6

days.” Q'\
6. Administrative Review and Report Distribution '\\(1/

« The case is submitted to administrative review. \Q

» If the case is less than one year old the report is distributed sual manner. If
the case is older than one year, the report is maintained in,th®€ase record, but is not
distributed. K

Revision X

010 — Initial version of procedure

6, 2012 — Minor changes to terminology to account for LIMS implementation, e.g., “communication log” rather than

case contacts”; removed requirement in section 5 to enter “Admin only” into communication log.

September 1, 2014 — statement added that follow up with DAQ’s office is necessary if the NYPD states that a case can be
administratively closed.

November 24, 2014 — Changed step 3 in the procedure indicating that a Criminalist IV no longer requires approval from an
assistant director for administrative close-out of cases.
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The following are the commonly used abbreviations in the Department. While the
abbreviations are typically used as suffixes within sample identifiers, they may be

Abbreviations

independently in case notes as well.

@‘o
AV

Abbreviation Description . (\ N

, # STR rerun due to poor/no size standard /‘\V
, 1/10 dil STR rerun at 1/10 dilution (\VJ‘
, confirm OL STR rerun to confirm off-ladder allele NJ
~0.0000001 1/10,000,000 Dilution ) (\\
~0.000001 1/1,000,000 Dilution A\ ,&}’
~0.00001 1/100,000 Dilution (D :

~0.0001 1/10,000 dilution + z G\C‘

_0.000167 1/6000 DilutiorNC\® el

_0.00025 1/4000 Dilutipf »* o

~0.0003 1/3000 Di ~0)

~0.0004 1/2500 Dil K

~0.0005 1/2000 Dilution N\,

0.001 1/1000 Dih{t@\)

0.0025 1/400 Diluys

_0.005 1/200 [pthyNon

_0.008 1/165 @Mlition

. 0.01 4100 Dilution

0.015625 {64 Dilution

0.02 ) 1/50 Dilution

0.03125 (A | 1/32 Dilution

004 W 1/25 Dilution

_o.oég ;“ 1/20 Dilution

. 1/16 Dilution

Q 1/10 Dilution

0.1 a 1/10 dilution for sample a replicate

0.1b 1/10 dilution for sample b replicate

~0.125 1/8 Dilution

~0.166 1/6 Dilution
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Abbreviation Description
0.2 1/5 Dilution %
0.25 1/4 dilution - h\
05 1/2 Dilution JRQ
0.78 Suffix used for QA sensitivity test \' LZ
1 Sequential number identifier _ '\\
_10 Sequential number identifier )
_11 Sequential number identifier =~
_12 Sequential number identifier (\J
13 Sequential number identifier <& >
14 Sequential number identifier 0\
_15 Sequential number identiée\ (’x\'
150 Suffix used for QA seg€illyity tasg\Y
_16 Sequential number@ﬁmﬁer b\\
17 Sequential nu entlfl
_18 Sequential n ride
_19 Sequentia berg@esifler
_la Sequential umige\i tifier for sample a replicate
_1b Sequential nurgtdghidentifier for sample b replicate
_1c Sequential g&p‘b‘ér identifier for sample c replicate
_1H Sequentimﬁber identifier for high dilution
2 Seq&e@l‘number identifier
20 Se@_ve)tial number identifier
_21 quuential number identifier
_22 o~ quential number identifier
_23 A‘O Sequential number identifier
_24 \0‘ Sequential number identifier
25 ,.\)' Sequential number identifier
25 (\U Suffix used for QA sensitivity test
@V Sequential number identifier
. Sequential number identifier
28 Sequential number identifier
29 Sequential number identifier
_2a Sequential number identifier for sample a replicate
_2b Sequential number identifier for sample b replicate
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Abbreviation

Description

_2C Sequential number identifier for sample c replicate
_2H Sequential number identifier for high dilution - N
3 Sequential number identifier A(\
30 Sequential number identifier \' LZ
_31 Sequential number identifier _ '\\
32 Sequential number identifier )
33 Sequential number identifier d
_34 Sequential number identifier (\J
35 Sequential number identifier <& >
36 Sequential number identifier o
_37 Sequential number identiée\ (’x\'
_38 Sequential number idgkdfjer . (\Y
39 Sequential numbetgehtifier AN"
_3H Sequential nunMentifi igh dilution
4 Sequential n r identi
_40 Sequentia berg@esifler
_41 Sequential umige\i tifier
_42 Sequential nurgiyehidentifier
_43 Sequential g&p‘b‘ér identifier
44 Sequentig \Ifber identifier
_45 Seq&e@l‘number identifier
46 Se@_ve)tial number identifier
_47 quuential number identifier
_48 o~ quential number identifier
4H \J Sequential number identifier for high dilution

Sequential number identifier

Suffix used for QA sensitivity test

_SHAU Sequential number identifier for high dilution
@V Sequential number identifier
_Ov25 Suffix used for QA sensitivity test
_6H Sequential number identifier for high dilution
7 Sequential number identifier
8 Sequential number identifier

9 Sequential number identifier
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Abbreviation

Description

\»

~a Sample a

_a low Sample a replicate amplified at a lower than optimal DNA amc
Al A1 mtDNA primer JRQ
_A2 A2 mtDNA primer \‘ LZ
A4 A4 mtDNA primer LN
_abc Pooled comparison samples \(\ ¥

_aH Sample a replicate at a high dilution for STR p =~

_AM Bottle mouth swabs/samples with possible sébz‘éufﬁx

b Sample b <

b low Sample b replicate amplifgat a Iowg&@ﬁ optimal DNA amount
_B1 B1 mtDNA primer Fo.\

B4 B4 mDNA primer )~ . A\Y

_bH Sample b replicate” ﬂhigh oh for STR plates

_BL Bloodstain suffi)x\ i §

_C Sample c (\)v ,\G'

_C_low Sample C?Qateﬂh iffed at a lower than optimal DNA amou
_C1 C1 mtDNA primer

_C2 C2 mtDNA pringeg

_CB Cigarette Bx&‘mfix

_cH Sample o(@p\l’cate at a high dilution for STR plates

_conf Cogﬂ;Yy run for mtDNA cycle sequencing

_conf Al Al@firmatory primer for mtDNA cycle sequencing

_conf A2 Confirmatory primer for mtDNA cycle sequencing

_conf A4 ~NA4 Confirmatory primer for mtDNA cycle sequencing

_conf Bl A‘C B1 Confirmatory primer for mtDNA cycle sequencing

_conf B4 LN\

B4 Confirmatory primer for mtDNA cycle sequencing

_conf N

C1 Confirmatory primer for mtDNA cycle sequencing

_coni~o2!

C2 Confirmatory primer for mtDNA cycle sequencing

) ‘l‘_‘f)l D1 Confirmatory primer for mtDNA cycle sequencing
_oehf D2 D2 Confirmatory primer for mtDNA cycle sequencing
_conf M13 M13 Confirmatory primer for mtDNA cycle sequencing
_conf2 2nd Confirmatory run for mtDNA cycle sequencing
_conf2_Al 2nd Al Confirmatory primer for mtDNA cycle sequenicng
_conf2_ A4 2nd A4 Confirmatory primer for mtDNA cycle sequencing
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Abbreviation

Description

05

_conf2 Bl 2nd B1 Confirmatory primer for mtDNA cycle sequencing
_conf2 B4 2nd B4 Confirmatory primer for mtDNA cycle sequencing
_conf2 C1 2nd C1 Confirmatory primer for mtDNA cycle sequencin
_conf2_C2 2nd C2 Confirmatory primer for mtDNA cycle sequenci
_conf2 D1 2nd D1 Confirmatory primer for mtDNA cycle sequAerM
_conf2 D2 2nd D2 Confirmatory primer for mtDNA cycle seq@:iﬁg
_conf3 3rd Confirmatory run for mtDNA cycle sequen

_conf3 Al 3rd A1l Confirmatory primer for mtDNA CycI&qdencing
_conf3_A4 3rd A4 Confirmatory primer for mtDNA (&}Ieﬁquencing
_conf3 Bl 3rd B1 Confirmatory pri CVgTe sequencing
_conf3 B4 3rd B4 Confirmatory pri ycle sequencing
_conf3_C1 3rd C1 Confirmatory A cycle sequencing
_conf3_C2 3rd C2 Confirmato NA cycle sequencing
_conf3 D1 3rd D1 Confir prim tDNA cycle sequencing
_conf3 D2 3rd D2 Coan(Mory pp for mtDNA cycle sequencing
D1 D1 mtDN?ﬁ'aﬂer OV

_di1 Neat for Aghenty N

_d1_HB Amplification qﬁ%\t in homebrew

_d10 10-fold dilugioR Tof Agilent

_d10 HB Amplificaf®de¥at 1/10 dilution in homebrew

_d100 100}0I®1ﬁtion for Agilent

~d100 HB Akplification at 1/200 dilution in homebrew

D2 MtDNA primer

_d2 _N\2>old dilution for Agilent

_d2 HB A‘C Amplification at 1/2 dilution in homebrew

s N

5-Fold dilution for Agilent

_d5_HBND

Amplification at 1/5 dilution in homebrew

_durr\U Sample duplication

El‘fi Duplicate amplification at higher than optimal DNA amount
_(Mp_hr Duplicate amplification at higher than "hi" DNA amount
_dup_reamp Sample duplication reamplification
_dup_recut Duplicate of a recut sample
_dup_rerun Sample duplication rerun
_EC Epithelial Cell Fraction
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Abbreviation

Description

05

W

_FN Fingernail suffix

_Ha Sample a at a high dilution for ID28 STR plates - N
_HB mtDNA Amplification Homebrew sample PR
_Hb Sample b at a high dilution for ID28 STR plates \‘ LZ
_HB_reamp Mito homebrew sample reamp - '\\

_Hc Sample c at a high dilution for ID28 STR plates \(\

_hi Amplified with higher than optimal DNA amourﬂ-\\

_high_HB Amplification with higher than optimal DNA Q;émfwt in homebre
_Hr Amplified with higher than the "hi" DNA angou

_Ht Amplified with the maximym DNA amguft)

_lo Amplified with lower than @pgimal Dw%?ount

_lwr Amplified with lower th@he lo' Q\ﬁ!( amount

_M13 M13 mtDNA prlmer\

_max Amplified with Mxmu A amount

_mcon Microcon

_mconl Microcon ‘ Il ‘\)

_mcon2 Microcon 2 ~

_nd No Dup P\

_nd No duplicaﬁgkbr’sample needed

_neat Neat {\¥

_opt Amplifi@mh the optimal DNA amount

_PT To&@dv items swabbed by NYPD suffix

R mains from Extraction

_reamp o~ '-amplification

_reamp_hi A‘C

Reamplification at higher than optimal DNA amount

_reamp_H{(M

Reamplification at higher than "hi" DNA amount

Reamplification at highest DNA amount

_reampNL)
_reamgg

Reamplification at lower than optimal DNA amount

Reamplification at optimal DNA amount

_'’sémp?2

2nd Re-amplification

_reamp?2_hi 2nd reamplification at higher than optimal DNA amount
_reamp2_lo 2nd reamplification at lower than optimal DNA amount
_reamp2_opt 2nd reamplification at optimal DNA amount

_reamp3 3rd Re-amplification
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Abbreviation

Description

_recut Recut

_recut2 2nd Recut N
_recut3 3rd Recut A(\
_recyc Re-cycle sequencing for mtDNA \' LZ
_recyc Al Al primer for mtDNA re-cycle sequencing - '\\
_recyc A4 A4 primer for mtDNA re-cycle sequencing \(\ )
_recyc_Bl1 B1 primer for mtDNA re-cycle sequencing Q\\v

_recyc B4 B4 primer for mtDNA re-cycle sequencing (\J

_recyc C1 C1 primer for mtDNA re-cycle sequenci ~

_recyc C2 C2 primer for mtDNA re-gycle sequaggé?

_recyc D1 D1 primer for mtDNA re ng

_recyc D2 D2 primer for mtDNA cing

_recyc2 2nd Re-cycle sequi A

_recyc2 Al 2nd Al primer,wht -CYyCle sequencing

_recyc2 A4 2nd A4 primeNgt mtD -cycle sequencing

_recyc2 Bl 2nd B1 pw& formT[iNA re-cycle sequencing

_recyc2 B4 2nd B4 prilner WNA re-cycle sequencing

_recyc2 C1 2nd C1 primepfYdmMtDNA re-cycle sequencing

_recyc2 C2 2nd C2 prﬁqﬁ{\l‘dr mtDNA re-cycle sequencing

_recyc2 D1 2nd D1 f(rho‘ér for mtDNA re-cycle sequencing

_recyc2 D2 Znﬂ.DQHmer for mtDNA re-cycle sequencing

_recyc3 3r0‘3v_‘e)cycle sequencing for mtDNA

_recyc3_Al &g Al primer for mtDNA re-cycle sequencing

_recyc3_ A4 rd A4 primer for mtDNA re-cycle sequencing

_recyc3 B1 AN

3rd B1 primer for mtDNA re-cycle sequencing

_recyc3_B@0‘

3rd B4 primer for mtDNA re-cycle sequencing

_recyc&l@' 3rd C1 primer for mtDNA re-cycle sequencing
_rec 592 3rd C2 primer for mtDNA re-cycle sequencing
eye3 D1 3rd D1 primer for mtDNA re-cycle sequencing
yc3 D2 3rd D2 primer for mtDNA re-cycle sequencing
_recych Re-cycle sequencing for mtDNA, High
_recych Al Al primer for mtDNA re-cycle sequencing, High
_recych A4 A4 primer for mtDNA re-cycle sequencing, High
_recych B1 B1 primer for mtDNA re-cycle sequencing, High
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Abbreviation Description
_recych_B4 B4 primer for mtDNA re-cycle sequencing, High 6
_recych C1 C1 primer for mtDNA re-cycle sequencing, High - h\
_recych C2 C2 primer for mtDNA re-cycle sequencing, High A(\
_recych D1 D1 primer for mtDNA re-cycle sequencing, High \‘ LZ
_recych D2 D2 primer for mtDNA re-cycle sequencing, High '\\
_recych2 2nd Re-cycle sequencing for mtDNA, High \Q )
_recych2_ Al 2nd Al primer for mtDNA re-cycle sequencin h
_recych2_ A4 2nd A4 primer for mtDNA re-cycle sequencﬁb\ igh
_recych2 Bl 2nd B1 primer for mtDNA re-cycle seque@ciﬁg’, High
_recych2 B4 2nd B4 primer for mtDNA re-cycle sgg(i€}
_recych2 C1 2nd C1 primer for mtDNE
_recych2 C2 2nd C2 primer for m\[@x re-Qyiexs€quencing, High
_recych2 D1 2nd D1 primer foﬁ@NA reg sequencing, High
_recych2 D2 2nd D2 prime;}@?ﬁDN -Cycle sequencing, High
_recych3 3rd Re-cycletSeduenci ‘mtDNA, High
_recych3 Al 3rd Al p?&‘for gMDN&X re-cycle sequencing, High
_recych3_A4 3rd A4 prither fQr A re-cycle sequencing, High
_recych3 Bl 3rd B1 primer(fb?%ntDNA re-cycle sequencing, High
_recych3 B4 3rd B4 prim&\b’r mtDNA re-cycle sequencing, High
_recych3 C1 3rd C1 pfl'h&?rvfor MtDNA re-cycle sequencing, High
_recych3 C2 3rg.C®‘hner for mtDNA re-cycle sequencing, High
_recych3 D1 S&D).vprimer for mtDNA re-cycle sequencing, High
_recych3 D2 d D2 primer for mtDNA re-cycle sequencing, High
_rein; _~NRe-injection of sample for mtDNA
_reinj A‘C Reinjection

_reinj Al \0‘

Al primer reinjection for mtDNA cycle sequencing

hd

_reinj_

A4 primer reinjection for mtDNA cycle sequencing

_reim’:M

B1 primer reinjection for mtDNA cycle sequencing

e}_‘é4

B4 primer reinjection for mtDNA cycle sequencing

_rshj C1

C1 primer reinjection for mtDNA cycle sequencing

_reinj_C2

C2 primer reinjection for mtDNA cycle sequencing

_reinj_conf Al

Al Confirmatory primer reinjection for mtDNA cycle sequencing

_reinj_conf A4

A4 Confirmatory primer reinjection for mtDNA cycle sequencing

_reinj_conf Bl

B1 Confirmatory primer reinjection for mtDNA cycle sequencing
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Abbreviation

Description

_reinj_conf B4

B4 Confirmatory primer reinjection for mtDNA cycle sequencin

_reinj_conf C1

_reinj_conf C2

C2 Confirmatory primer reinjection for mtDNA cycle seq

_reinj_conf D1

D1 Confirmatory primer reinjection for mtDNA cycle seqh

_reinj_conf D2

D2 Confirmatory primer reinjection for mtDNA cycle M\encin

C1 Confirmatory primer reinjection for mtDNA cycle sequenc@

b

np
)

_reinj_conf2_Al

2nd A1 Confirmatory primer reinjection for mtDN @e'
sequencing

2nd A4 Confirmatory primer reinjection for cycle
_reinj_conf2_A4 | sequencing

2nd B1 Confirmatory prlmer reinjection @tDNA cycle
_reinj_conf2_B1 | sequencing

2nd B4 Confirmatory pr@y)elnjec or mtDNA cycle
_reinj_conf2_B4 | sequencing \

2nd C1 Confirmat 'Stp)imer r@%ﬁtion for mtDNA cycle
_reinj_conf2_C1 | sequencing ,}6 (

2nd C2 Confi ry p@é}éinjection for mtDNA cycle
_reinj_conf2_C2 | sequenci r~

2nd D1 CoNfirmatoNgglimer reinjection for mtDNA cycle

_reinj_conf2_D1 | sequencing

2nd D2 Conf@fry primer reinjection for mtDNA cycle
_reinj_conf2_D2 | sequenci

3rd Al matory primer reinjection for mtDNA cycle
_reinj_conf3_Al | seqererngivg

3r0\A5)Confirmatory primer reinjection for mtDNA cycle
_reinj_conf3_A4 uencing

B1 Confirmatory primer reinjection for mtDNA cycle
) sequencing

_reinj_conf3 @

_reinj_c 4

3rd B4 Confirmatory primer reinjection for mtDNA cycle
sequencing

onf3 C1

3rd C1 Confirmatory primer reinjection for mtDNA cycle
sequencing

_:nj_confS_CZ

3rd C2 Confirmatory primer reinjection for mtDNA cycle
sequencing

_reinj_conf3_D1

3rd D1 Confirmatory primer reinjection for mtDNA cycle
sequencing

3rd D2 Confirmatory primer reinjection for mtDNA cycle

_reinj_conf3 D2

sequencing
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Abbreviation

Description

_reinj_D1

D1 primer reinjection for mtDNA cycle sequencing

_reinj_D2

D2 primer reinjection for mtDNA cycle sequencing

N

_reinj_recyc_ Al

Al primer reinjection for mtDNA re-cycle sequencing A(\

_reinj_recyc_A4

A4 primer reinjection for mtDNA re-cycle sequencing \‘

_reinj_recyc Bl

B1 primer reinjection for mtDNA re-cycle sequenciAnd\\

_reinj_recyc B4

_reinj_recyc_C1

B4 primer reinjection for mtDNA re-cycle sequer\@
C1 primer reinjection for mtDNA re-cycle seq Nng

_reinj_recyc_C2

C2 primer reinjection for mtDNA re-cycle s€ cing

_reinj_recyc_D1

_reinj_recyc D2

D1 primer reinjection for mtDNA re- cyc%\ﬁ’encmg
D2 primer reinjection for mtDNA re guencing

_reinj_recyc2 Al

2nd Al primer reinjectio mtDl&tcycle sequencing

_reinj_recyc2_ A4

2nd A4 primer reinje¢(id for m@PN&re-cycle sequencing

_reinj_recyc2 Bl

2nd B1 primer reit =stion for MIDNA re-cycle sequencing

_reinj_recyc2 B4

2nd B4 prime;}ﬁﬁe i DNA re-cycle sequencing

_reinj_recyc2_C1| 2nd C1 pringe\sdinjectiqigbr mtDNA re-cycle sequencing
_reinj_recyc2 C2| 2nd C2 reim'écM for mtDNA re-cycle sequencing
_reinj_recyc2 D1 | 2nd D1 pr er(eiﬁfedion for mtDNA re-cycle sequencing

_reinj_recyc2 D2

2nd D2 primer@njection for mtDNA re-cycle sequencing

_reinj_recyc3 Al

3rd Al prim&)é’lnjection for mtDNA re-cycle sequencing

_reinj_recyc3 A4

3rd A4 pﬁh@‘? reinjection for mtDNA re-cycle sequencing

_reinj_recyc3 Bl

3rg-8®|7ner reinjection for mtDNA re-cycle sequencing

_reinj_recyc3 B4

3@ primer reinjection for mtDNA re-cycle sequencing

_reinj_recyc3 C1

sQ_r.d C1 primer reinjection for mtDNA re-cycle sequencing

_reinj_recyc3_C23

rd C2 primer reinjection for mtDNA re-cycle sequencing

_reinj_recyc3

3rd D1 primer reinjection for mtDNA re-cycle sequencing

_reinj_recx@oz

3rd D2 primer reinjection for mtDNA re-cycle sequencing

_reinj_¢, '_Al

Al primer reinjection for mtDNA re-cycle sequencing, High

_reinpp~seych_A4

A4 primer reinjection for mtDNA re-cycle sequencing, High

@ ~fecych Bl
_sfhj_recych B4
_reinj_recych_C1
_reinj_recych C2
_reinj_recych_D1
_reinj_recych D2

B1 primer reinjection for mtDNA re-cycle sequencing, High
B4 primer reinjection for mtDNA re-cycle sequencing, High
C1 primer reinjection for mtDNA re-cycle sequencing, High
C2 primer reinjection for mtDNA re-cycle sequencing, High
D1 primer reinjection for mtDNA re-cycle sequencing, High
D2 primer reinjection for mtDNA re-cycle sequencing, High
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_reinj_recych2_ Al

2nd Al primer reinjection for mtDNA re-cycle sequencing, High

_reinj_recych2 A4

2nd A4 primer reinjection for mtDNA re-cycle sequencing, Hi_qlh

_reinj_recych2 Bl

2nd B1 primer reinjection for mtDNA re-cycle sequencin

_reinj_recych2_ B4

2nd B4 primer reinjection for mtDNA re-cycle sequenci

_reinj_recych2 B4

2nd B4 primer reinjection for mtDNA re-cycle sequen

_reinj_recych2 CI]

_reinj_recych2 C2

2nd C1 primer reinjection for mtDNA re-cycle se@ing, High
2nd C2 primer reinjection for mtDNA re-cycle gncing, High

_reinj_recych2 D]

2nd D1 primer reinjection for mtDNA re-cycl& encing, High

_reinj_recych2_ D3

2nd D2 primer reinjection for mtDNA re-c Ie%quencing, High

_reinj_recych3 Al

_reinj_recych3 A4

3rd Al primer reinjection for mtDNA rg- % sequencing, High |
3rd A4 primer reinjection {0 tDNAmg'ycle sequencing, High

_reinj_recych3 Bl

3rd B1 primer reinjecti ‘r'mtD -cycle sequencing, High

_reinj_recych3 B4

3rd B4 primer reinje{ﬁ&n for re-cycle sequencing, High

_reinj_recych3 CI1

3rd C1 primer rﬁﬁ&?ion f NA re-cycle sequencing, High

_reinj_recych3 C2

3rd C2 prime(h'uﬁjvectic tDNA re-cycle sequencing, High

_reinj_recych3 D1

_reinj_recych3 D3

3rd D1 pri einjgCli pAor MtDNA re-cycle sequencing, High
injestidn for mtDNA re-cycle sequencing, High

3rd D2 printer re‘n{
2nd Re-injectiggmghdsample for mtDNA

_reinj2

_reinj2 2nd reinjewfgﬁv

_reinj2_Al 2nd Al pﬁh@freinjection for mtDNA cycle sequencing
_reinj2_A4 ZnM(@Wner reinjection for mtDNA cycle sequencing
_reinj2_ Bl Z&vaprimer reinjection for mtDNA cycle sequencing
_reinj2_B4 d B4 primer reinjection for mtDNA cycle sequencing
_reinj2_C1 o~ d C1 primer reinjection for mtDNA cycle sequencing

_reinj2_C2 A‘C

2nd C2 primer reinjection for mtDNA cycle sequencing

_reinj2_DJ\0‘

2nd D1 primer reinjection for mtDNA cycle sequencing

_reinj2

2nd D2 primer reinjection for mtDNA cycle sequencing

_reim’-S\U 3rd Re-injection of sample for mtDNA

e V 3rd reinjection
_ i3 Al 3rd Al primer reinjection for mtDNA cycle sequencing
_reinj3_A4 3rd A4 primer reinjection for mtDNA cycle sequencing
_reinj3_ Bl 3rd B1 primer reinjection for mtDNA cycle sequencing
_reinj3_B4 3rd B4 primer reinjection for mtDNA cycle sequencing
_reinj3_C1 3rd C1 primer reinjection for mtDNA cycle sequencing
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_reinj3_C2 3rd C2 primer reinjection for mtDNA cycle sequencing
_reinj3_ D1 3rd D1 primer reinjection for mtDNA cycle sequencing - N
_reinj3_D2 3rd D2 primer reinjection for mtDNA cycle sequencmg A
_rerun Rerun l‘L
_rerun_0.05 Rerun at 1/20 dilution _ '\\
_rerun_0.1 Rerun at 1/10 dilution
_rerun_0.2 Rerun at 1/5 dilution d
_rerun_hi Rerun at high parameter (\J
_rerun2 2nd rerun < ~
_rerun3 3rd rerun o
_S Scrapings suffix (’x\'
_S(2) Scrapings suffix resulr@Ssion « (\Y
_SF Sperm Cell Fractions™ b\\
_SW ltems swabbed ‘\‘
_SWR Swab Remal actlop\G
T Touched i%@ swalBed-By OCME suffix
Y Y-STR suffk N7
2 Sequential nur@bq\identifier
H High for pos(t&?fontrols in ID31 STRs
-HV/ HVI ContiG\™
-HVI_dup Duplic of HVI contig
-HVII HVA Cdntig
-HVII_dup lication of HVII contig
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