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Case Management
GUIDING PRINCIPLES AND SCOPE \6

Case management is the process by which an analyst shepherds the evidence through %g
process. It is the responsibility of the analyst to ensure that evidence receives the n a
analysis, analytical results are evaluated promptly, any analytical problems resolyed \fte results
interpreted, and the final report written within the time frame dictated by the farget ¥ate.

Since the Department has different teams, this procedure discusses the pr
to the specific procedures within the technical manuals, if necessary. K

xO
PROCEDURE Q®

n general. Refer

Most case management steps are done using the Labora ormation Management System
(LIMS); however, the “legacy” case management an umentation system in Forensic

Biology--which utilizes various hard copy forms— ilable for documenting the examination
of evidence that was submitted for testing pri@activation of the LIMS and for exigent

circumstances when the LIMS is unavailalk extended period of time.

A. Rotation system \$O

1. Many of the proc escribed in the following sections are handled by the
the interpreting/reporting analyst (IA/RA). One goal of the
tion systeMug’to rapidly and efficiently extract, quantify, and amplify

matic submission of sexual assault samples to extraction and

n of test batch samples is coordinated by the supervisors.

o\ p{(\
KOZ. ? ing results for post-LIMS evidence will be available to the IA/RA through the
O IMS 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
test is complete; most often it will be done by the reporting analyst.

%

3. It is the responsibility of the rotation analyst to 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 witness and/or commencing testing. c

&

information for completeness and accuracy of case numbers, sample idepts
etc. As above, resolve any issues prior to commencing testing. \

Case management begins as soon as an analyst accepts a case for @%e examination.

It is the responsibility of the witness to examine the samples and batch s;t;&

B. Case assignment

1. Cases are self-assigned by the analyst by taking the n se in priority and target
date order. An initial priority level is assigned duri Sign-In process, but can

be adjusted later.

a. High Priority — All parts of case that we @mised (could just be semen
Y/N, for example, or it could be a com\%& NA report) are done ASAP,
using overtime if necessary. Desigmtitg a case as High Priority requires a
phone call from an NYPD high- anager to a Forensic Biology (FB)
manager, or a phone call fr O Bureau Chief-level to an FB manager.
A “regular” ADA cannot nigkesuch a request. The target date should reflect
the date that the results Wwere promised — this will show up in LIMS, and if the
cases waiting to be e @1 d are sorted by target date, a case such as this will
pop up at the top a)@ of all the rest. If the status goes away later, the
priority can be graded and the target date adjusted to a normal one.

b. Priority - @1 ext, but the rest of the case gets processed as usual; this is
the same @xpedite". All stranger rapes are in this category. The target

ate V\f)%kée normal one. Remember that “stranger rape” is NOT the same as
. AQ “@ t”. A “stranger rape” is a “stranger rape” whether there is a

n arrested suspect or not.

C\JQ\ c& ine — Average, everyday, sort of case (excluding stranger rapes).

K mining 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.
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b. If an exemplar is submitted, type it in all DNA systems necessary for

comparison.

O

3. The RA/IA should enter their initials in the appropriate location within Q@Jr
-

LIMS. This will usually involve modifying an RA record created at E‘

however, it is possible that a new “RA” record will have to be added case.

a. LIMS cases: The RA should verify the accuracy of t

Date” and modify the date as needed. The “Assig
equivalent to the date when a testing request was re
accepted for processing. This can vary depeng
Analysts must evaluate the particular circu

the appropriate date. The following is gu@é
correct “Assignment Start Date”:  « Q

N

‘Assignment Start
art Date” is
ed and officially

upon the case scenario.
es of their case and enter
for determining the

& Create New | Assignment Start
Case scenario O RA Entry Date Should Equal:
‘_Q Line?
QOutside submission, new FBio cgsg) Yes E.U Received Date for
\\ first vouc‘:her
New outside submission f; @sting FBio E.U Recqued Date for
{e Yes first additional
case, new report to be \N' n
o voucher
New outside submjien Tor existing FBio
case, testing e Yagluded with existing No N/A
ignment
AQ’ ew FBj with post mortem items Yes Ekj/l Iﬁzﬁslved Date for
> N "
\ A '@al testing without new outside Date new testing was
Q . Yes accepted or decided
0 ssions upon
C}."BNA testing on Sexual assault kits after a Dat_e of RA report
seroloav renort Yes review (i.e., draft date
QO gy rep for serology report)
Storage cases that are activated; for example a Datg 0 f request or
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

C. Initial analyses Q
1. Examine the evidence (see Evidence Exam procedure). &

2. Submit samples for P30, amylase, or DNA extraction as needed: h&ure that
“true exemplar” samples and “pseudo-exemplar” samples ar itted on the
appropriate exemplar extraction batches and that evidence@s are submitted
on the appropriate non-exemplar extraction batches. K

for tracking of samples, including analytical resu ates of submission for the

3. A case tracking worksheet may be started by the W These worksheets allow
different tests, etc.

N\
4, P30 or amylase results are reviewed by l‘&%lyst (either the EA or IA/RA,
depending upon functional group w: w) for completeness and accuracy.
Discrepancies or omissions nee corrected by the analyst who performed the
test. Check especially for corr@s number, swab description or stain
description.

5. Extraction and quantithtéo results reviewed by the analyst (EA or IA/RA) for
completeness and ao?cy; any discrepancies or omissions need to be corrected
by the analyst uh ormed the test. Check especially for correct FB number,

ab descrip@r stain description. The following information should be
ked:

’\A a. @%5 the extraction negative contain DNA?
C)Q 6@ If neat and dilution results were tested, do the results correlate with each

K other?
e

Q Is the DNA concentration too high?

C.

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.

Microcon clean-up may be performed either by the analyst, or as part of th \
rotation. The auto-aliquot of extraction sets do not wait for microcon sa m
Therefore, these samples should be aliquotted for amplification by thg‘\

D. DNA typing and case evaluation

1. Once acceptable quantitation results are available, the DNA sﬁprequmng

STR rotation, or a similar rotation, for the initial extracti

amplification must be aliquotted. This is generally taken ca$
Identifiler. Any additional testing, reamplifications, et@\

tomatically by the
s of evidence for
aken care of by the

IA/RA.

0

?S
QO

*

a. In some groups, the duplication pr&ampliﬁcation is automatically
performed by the STR rotation. duplication is not performed and is
necessary, or if the sample n eamplification, the sample must be
placed into an amplificaj ch.

The analyst reviews ampllfl ion and DNA typing results for completeness and
accuracy; any discrepan omissions need to be corrected by the analyst who
performed the test. Ch&%sespemally for correct FB number, swab description or
stain description. Ingd®ition, review all the electropherograms for your case.

Revie@QTR 3130xI Control Review report to ensure that the positive

% mplification negative, and extraction negative (if applicable)
Q@ e expected results. If not, the samples may need to be re-amplified
@ ven re-extracted.

Q 6@ 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),
or perform a microcon procedure.

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 injection
time. If so, add it to the batch of samples to be re-run and specify how %
much amplification product should be run or increased injection ti \
Racks to hold samples to be re-run are in the amplified DNA refi} rS.
This is generally taken care of automatically by the STR rotat'o\

less DNA extract (if PCR inhibitors are suspected), or rm a microcon

procedure. Q

d. Was your sample over-amplified? If so, was titgﬁgmple added to the list

Alternatively, it may be necessary to re-amplify with mg A extract or

of samples requiring re-run? This is gener en care of automatically
by the STR rotation.

*
Alternatively, submit the sample fo@‘icaﬁon again with less DNA

extract. \

e.  Were your samples propesly(e)jifed? Evaluate any editing that was done
on your samples; exam@e electropherograms for artifacts, over-
amplification, or ot pr@blems. If the sample was not edited properly,
ask the analyst to & and reprint the electropherograms; make sure the
new editing is and dated on the editing worksheet.

f. Is there q%e of DNA in your sample? If so, it may require
cﬁtié]

dupli a DNA system (the same one or a different one). Mixtures
6 may a e amplified with more template DNA for better results.
‘\A g. there other samples that may require duplication? If so, identify those
CJQ & mples and start the appropriate steps (i.e., re-extraction or re-

amplification).

Q 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

searches of the database are found in the LAB TYPES DATABASE procedur

in order to detect possible exogenous DNA. Instructions for how to conduct
'nc )
the Quality Assurance/Quality Control Manual. e'\

Types Database. If contamination is identified see also the “Exogen
Policy” found in the GENERAL GUIDELINES FOR DNA CA m
procedure (in the Forensic Biology Protocols for Forensic ST% alysis manual).

The following flowchart should provide additional guidance on using t (Ikb
% NA
RK
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Analyst Checks LabTypes

——Hit to LabTypes

Analyst speaks to Supervisor.
Supervisor confirms LabTypes hit.

v
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.

NO HIT to LabTypes—

O

Q
\'\&

. 05
S
o)

Form forwarded to LabTypes Manager. K
LabTypes Manager informs NYPD and
QA Manager. QA Manager will Q
-O

determine if it's a non-conformity
and whether or not additional acti

is %ed.
.\EQ Q
Reffort i§ written as per our
pro *Do not release until AD

approves.

)nalyst speaks to Supervisor and AD.

Contamination (\
«“ Q whether or not it is contamination.

Supervisor and AD determines

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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4. Compare DNA results to the LINKAGE database and/or LDIS for potential

QN

G

S
N

§ Scan LINKAGE visually for your profile.

matches (exact or partial). In addition, it may be necessary to compare DNA
profiles within a case to other profiles in the case, and to any suspects sub
for that case, to identify partial matches. This may require you to deter
DNA profile(s) present in a mixture, and may require consultation Wlth
supervisor.

Only single-source profiles (clean or deduced) with >10 COI@%Qre loci should
be compared for the purposes of discovering partial match y such profiles
are eligible for evaluation of any partial matches found.

To compare a profile to LDIS, perform a keyboard @1 Only profiles that
meet the necessary number of loci and statlstlcal old for entry into LDIS
should be searched in LDIS.

See the CODIS Manual for more deta&gformatlon regarding DNA
matches.

There are two ways to perform@vomparison with LINKAGE; either or both
may be used. Itis possuble r pdtential matches not to be found using LINKAGE
especially when partial p ? are being considered; this is due in part to the
inability of LINKAG J@ dle more than two alleles per locus.

Any potenti @ ase matches not identified in LINKAGE will be picked up
DIS once@ef ofile is entered there.

a sam sﬁﬁ-om your case matches a sample from a previous case, consult with
your visor and follow the current local hit notification guidelines.

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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5. Not all

LINKAGE.

Perform a query in LINKAGE (}
This approach may be used for full or partial profiles. Under e

i
GE

It is not necessary to scan the partial profiles listed at the beginning of c

menu, select “NEW?”, then select “QUERY”; select the Ly
database as the database to query. Place a checkmarkg loci, FB # and
Backlog #. Type in the desired values (e.g., some the alleles in

desired,

large number of

ay miss a potential

e helpful to choose rarer
ery by pressing F8, clicking
oosing “Run Query” from the

understand, however that entering few may yi
potential matches to evaluate and entering
match that is lacking one or more loci. It
alleles when performing a query. Run
on the “blue gears” on the menu b

Query menu. \

When entering values fq A alleles, do not use commas or more
than one space betweeriallgjes. It will cause a potential match to be

each locus). Enter values for as many or as few IEC

missed! \
samples requi 5&analysis in all available DNA systems; in fact, the

majority of samplesJeNtte only Identifiler. Submission of samples for Y STR
typing is case t.

6. @DNA%S} chosen for additional testing may depend on the nature of the

&

7. Ensure

@ase.
. \4 Q&Q

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.

Does it appear that there are multiple semen donors? If so, amplification
in Y-STR’s may be needed.

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.

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

0. Prepare a PCR Statistics sheet, if necessary. Enter all alleles that meet the alleb\%
calling criteria.

10. Prepare a DNA Profile Evaluation form, if necessary. Follow the guid (){msted
for eligible profiles to determine how many (if any) alleles to enter a ocus

11. Review the case file to ensure that all the necessary paperwo QS\resent and is
organized in a logical format.

12. Finalize the draft case report, approve, and submit for &Jequwed technical and
administrative reviews.

E. Case Completion Q

A case is considered complete when the analyt rk is done, the case report is written
and passes technical and administrative re 6©and the case report is distributed to the

requesting agency(s). C)

Evidence Return:

Pre-LIMS evidence: Bring théébkgmal voucher(s) to the Evidence Unit. Post-LIMS
evidence: Within the LIMS the individual vouchers of evidence for final return.
The Evidence Unit w the item(s) and prepare the item(s) for “pending release to
the Propity Clerk” @ eir normal procedures. With the exception of post-mortem
items empla\'r ained samples should no longer be indicated on the chain of

CUS
F. ‘@se R@? Routing
Pre

?\ case reports: The IA/RA completes the Forensic Biology Report Route Sheet
fcate which agencies are to receive the case report. LIMS case reports: the
ded 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.
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Most reports are distributed to the ECMS system of the NYPD. In addition to ECMS
reports are distributed as follows: 6

1. Deaths: Reports are supplied to the OCME Records Department. Optio %
reports may also be supplied to the District Attorney’s Office (to the as \
ADA) and/or NYPD units (to the assigned Detective). &

2. Sexual Assaults and Suspect files for Sexual Assaults: Repor%\supplled to the
Bureau Chief of the appropriate Sex Crimes Bureau.

Attorney’s Office (to the assigned ADA) and/or N nits (to the assigned

3. Miscellaneous and all other Suspect files: Reports wlled to the District
Detective).

4. Property Crimes and Weapons case report%& plied to the District Attorney’s
offices only if a suspect has been arreste&

€
%Februar @10 — Initial version of procedure.
Agpril Q — 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

Octbber 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.

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 FILES
DATE EFFECTIVE APPROVING AUTHORITY PAGE
05-01-2015 QUALITY ASSURANCE MANAGER 16 OF 171
Case Files
GUIDING PRINCIPLES AND SCOPE \%
Each Forensic Biology case has an associated “case record” that consists of all examingtign and

administrative documentation, whether electronic or hard copy, generated or receiv& e
case. Case record information may be in more than one location. The term “casg\filp”¥efers to a

subset of the case record. It is a hard copy collection of selected examination aNd a¥ministrative
records, usually maintained in a letter size tabbed folder (“the file™), whic ts the results
of analysis found in the case report(s). Each Forensic Biology case recor Include more

than one case file. K

Case files facilitate technical and administrative review and the %8 of certified copies to
fulfill discovery requests. This is true whether the examinati reports are generated
outside of the Laboratory Information Management Syst @JMS) or by using the LIMS
(post-LIMS).

This document describes the general process for hbge files are compiled.

PROCEDURE
o

A. General Guidelines Q\g

ﬁ%iology can be classified as “pre-LIMS” and “post-LIMS”.
f a case and/or its associated evidence will affect how and when
d and used. In pre-LIMS work the case file is the primary location
a particular case. For most evidence received post-LIMS, the LIMS
ation for records related to the particular evidence, and any associated

K& secondary role.

0. 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.

Be@here are many possible scenarios, the following is provided as guidance:

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. It will

usually be the reporting/interpreting analyst who will label a file folder with th
FBio case number so that it may be used as the collection point for the har
records described in the “Administrative Records” and “Examination R
discussions that follow. To minimize the transfer of case files within

laboratory, it is strongly recommended that a separate case file b ated

for each case report that will be produced. This will also ke iles from

getting too large. For example: %

a. When additional evidence for pre-LIMS cases wi hgypen assignments is
received post-LIMS, the analyst should create w case file for the
additional testing and case report. \

b. When cases have assignments in mudti ctional groups, e.g., missing
persons and mitoDNA, a case file be created for the missing person

report and supporting document case file will be created for the
mito report and supporting do ts

B. Case File Contents C)

1. The majority of the pape @n the “post-LIMS” case files will be printouts of
attachments and functh&él reports from the LIMS case record. For “pre-LIMS”
testing the paperwo case files consists of original handwritten examination
notes and ph(@@s of documents such as batch worksheets.

Q files by a contract laboratory will not contain much of the
forma ted below. The administrative paperwork, analytical paperwork,
repor at, etc. will differ from case files created by the Department of

K3®

spect 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

documentation must be identified for association to the case file with the appropriate case %
number. Multipage (stapled together) administrative documents may be marked with a ca: \
number on one page. The following are clipped to the left-hand side of each file, as ap;@-ii}% to

the specific case: &
b. Scheduled analysis report GQD\

a. Communication Log Reports

C. Copies of NYPD paperwork: 61 form (NYPD complaint t), request for

laboratory examination forms, ECT collection forms (i nt), evidence vouchers
(documentation of evidence collected), contracts wit ide jurisdictions
*
d. Miscellaneous correspondence, such as, copie ual assault kit paperwork or

memos to and from outside laboratories. &

€. Chain of custody reports C)O

f. DNA extract tracking reports \

g. Forensic Biology Iaboratoﬁ@ report, route sheet, and fax confirmation sheets

h CODIS paperworg&o

Examination r@ds. E,ﬁe tion records contain information related to evidence testing. All
ation ntation must have the case number, dates the testing was done, the

or electronic equivalent of the interpreting/reporting analyst for the

(double sided pages must contain page numbering on both sides of the

ten initials/name or electronic equivalent of the analyst performing a

t be present on the pages representing that analyst’s work. For functional

eports ed within the LIMS, the names of analysts, witnesses, and reviewing supervisors

are@%ed electronic signatures, and are traceable within the LIMS system. The following

are ed to the right-hand side of each case file, as applicable to the specific test request:
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 QD\

g. Electropherograms

h. Pre-LIMS testing only: The case productivity workshe @umenting the total
number of examinations and tests for laboratory stati urposes.

*
Page numbers are placed at the bottom margin of the n the examination
documentation (right-hand side) of the case file, staﬂ ith the bottom page. Continue the

page numbering if additional analyses are done a report has been issued and/or if there
is more than one file folder for a case. Itis ended to not start page numbering over
with page one in the second case record. ( )

Supplemental Records. Supplemental r \5 contain summary information derived from
testing recorded in the examination r & 7Supplemental records are used to aid case analysts
in their interpretations and report Y. All pages of supplemental records must have the case
number, the handwritten initials/, or electronic equivalent of the interpreting/reporting
analyst for the $, and pagg n ers. The following are clipped to the right-hand side of each

case file, as ap ble ter' cific test request:
%Its t

a. *Qk @ applicable)

KQ)Q P(@@tics worksheets
?“c. Oe'gms match estimation worksheets

O
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Q0

b@'
\'\
Q‘b
PAGE INTENTIONALLY LEFT BL&Q

>
e*)\(\

Revis ory
ry 9 itial version of procedure.
K 16 201 plete re-write of procedure to limit the scope of the document to a description of the contents of case

nclude information needed for laboratory function in a LIMS environment.
2013- Removal of results table/ profile generation sheet and PCR statistics worksheets from the “Examination
ds” section and creation of a new section titled “Supplemental Records”. Addition of the statement to the
amination Records section recommending to not start page numbering over with page one in a second case record.
ber 1, 2014 — Changed “Results table/profile generation sheet” to “Results Table” for consistency between manuals.
May 1, 2015 - Clarified page numbering of double sided pages in Examination Records section.
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Evidence Sign-in
GUIDING PRINCIPLES AND SCOPE \6

The Department of Forensic Biology receives evidence primarily from New York Cit G}{Q
enforcement agencies for DNA testing. On occasion the Department will accept ca

other agencies; however, these agencies must have prior authorization to submit ﬁ?c
Evidence submitted for DNA analysis, regardless from which agency it is su ’X
vetted by the Sign-In Team or a supervisor.

must be

The primary responsibility of the Sign-In Team is to triage any eviden s%witted for DNA
analysis before it can be examined. The two main purposes are tod ine the probative value
of the evidence and, once that has been established, to assign the aWdFNce to a Forensic Biology
case. The procedures below describe the evidence sign-in pr

PROCEDURE \6\

Email Accounts. The DNA Sign-In email accou ASignin@ocme.nyc.gov) is used by the
Sign-In Team for case-related communicatio s requests for exemplars, clarification of
discrepancies in submitted paperwork and gus r requests for expedited testing, and any other
case-related inquiries. The Sign-In Team intors this account throughout the day and updates
the cases and the communication log a sq@ssary

The High Sensitivity DNA Testi %H account (HighSensTesting@ocme.nyc.gov) is used for
fee-for-service cases from OC) the City of New York. Members of the High Sensitivity

team monltor t ccount.

ce 8@1 Process

nce |s ted for acceptance using the following general guidelines. Not all steps
K com or all cases. For example, Step 3 (checking DEMP) is not applicable for
cases f rlsdlctlons outside of New York City. At any point, if additional information is
r . fore accepting the evidence, the appropriate agency is contacted to obtain the

atlon 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 available to
accept the case. '\c )

b. The criteria to accept an outside jurisdiction case for High Sensitivit g
also includes completion of a legal contract and submission of th a\gi iate
fees. The High Sensitivity team, with the aid of legal counsel, Wieb( these

factors. \'\

c. Outside jurisdiction cases submitted for Missing Perso&entified Human
Remains cases must have a blanket legal agreement ed and signed prior
&ed from the Legal
ad communication with
r anthropological exam

to the evidence being submitted. A copy can be o
Department. In addition, a supervisor will hava%
the agency regarding cases that will be submi@

and DNA testing. .
O

2. Check the Forensic Biology case databases SI ess” and LIMS) to determine if the
evidence is from a new incident or is addi evidence for an existing Forensic

Biology case. O
a. If the evidence submitte isggntional evidence connected to a sexual assault
kit, it should be note h and the additional evidence will remain in a
pending status untﬂ\' minalist 1V supervisor evaluates the evidence for
acceptance.

3. Cheek the DNA Qﬁe Management Program (DEMP) to determine if there is any
rela videngge oM case conferral.

2IQNake cas@errals, if necessary, and create or update the communication log.
6)0 @ request or communication comes into the lab prior to the evidence, a

?S communication log can be started within the LIMS and attached to the

Q b. If the case will be deferred, proceed with the Deferral Procedures outlined in
Section C.

applicable case record after the evidence is accepted in Forensic Biology.
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5. New cases are automatically assigned the next available Forensic Biology number b
the LIMS. Each incident gets a unique Forensic Biology (FB) number, which usu %
means one case record per victim. However, some types of cases with multipl
victims, e.g., homicide/suicide, double homicide, assaults/sexual assaults wi
than one victim, or mass disasters; are counted as one incident, and there o
be a single case. Serial or pattern crimes (more than one homicide, sexu ault or
assault but over a period of time) have individual cases per victim. ”“} Idence
associated with each incident will use the same FB number (See %yl ence Sign-In
procedure for a description of FB number formats).

If the evidence is from a case that was started prior to the84s the original FB
number can be entered manually in the LIMS.

a. The format of the case number varies b Q& The case number formats
for new Forensic Biology cases are: 6

Criminal cases: O FBXX-YYYYY
Missing Persons casgs; O FBXX-YYYYY
Suspect cases: C FBSXX-YYYYY
Proficiency Tes FBPTXX-YYYYY
Random Rea @ (STRs): FBRAXX-YYYYY
Training c% FBTRXX-YYYYY

= o digits of the calendar year
Y Y¥YY = a 5-digit number corresponding to the order in which the
@6 5@5 as received during the calendar year

‘ F@mple, the 10" case accepted in calendar year 2013 that is categorized
& er Criminal or Missing Person would be assigned case number FB13-
010.

Q 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 equivalent
to creating an “assignment” for testing. Initial information will be the functional %
group(s), assignment start date, and target date. The actual RA for the assign \
can be selected later. WQ

8. Enter case information into the Forensic Biology case record. &

a. Outside jurisdiction cases submitted for High Sensitivity %\}g arrive with an
assigned “OJ” number that should be entered into a cr(@ ence field of
the case record.

b. For Missing Persons/Unidentified Human Rem 'r&ses submitted from
jurisdictions outside of New York City, enter Grant case” into the
Notes field in the case record.

O\Q
9. Once the sign-in process is complete, the ca@ require a supervisor review. If a
review is not required, it is submitted dire@ or evidence exam. If a review is
Ission and the schedule of analysis, and

required, a supervisor shall review @n
either accepts it or rejects it back t§ sigh-in for correction. Most property crimes,
weapons cases, and suspect fileSynay™hot require sign-in review.

Note: Any “high prioritw\iggnation must be first approved by a Forensic Biology
Manager. Stran@ es (i.e., no suspect cases) must be visibly indicated for
proper proges

aCeepted by the sign-in supervisor, the EU will be notified through
@IMS t evidence is ready for examination and should move it up to the 5"
\&)or for SIS

SN
BKO dd@Evidence for Previously Submitted Cases

; J&ﬁve 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 Sensitivity or Hybrid case still in progress,
send a notification to the High Sensitivity or Hybrid supervisors to alert them to the
additional evidence. ,\%

C.  Evidence Deferral \(1/

At any point of the case acceptance evaluation process the following steps Ne followed
to defer any evidence from testing: ’\

via telephone or e-mail to obtain authorization to defer ev e. All contacts are

1. Contact the NYPD DNA Liaison Unit (LU) and/or District ?t&y s office (DAO)
documented in the communication log for the case. \

2. After authorization is granted, deferral notific ti\ generated and distributed to
the LU and DAO. 8

a. Notifications are completed by ber of the Sign-In team or a Forensic
Biology supervisor or manager!

b. The LIMS has functiona\q or generating and distributing the notifications.

ision Histor
, — Initial version of procedure.

— Added information regarding network folders for outside jurisdiction cases; in A.7, added steps “a” and “b”

ing 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.

ary 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

A.  Types of cases accepted by the Department of Forensic Biology

Case Type Associated Samples Case éﬁg&ion

N - Evidence N
Homicide - Elimination exemplars* FQN i
- Evidence
Sexual Assault - Elimination exemplars* Y -
- Pseudo-exemplars (such a& ~
Suspect bottles, cups, cigarett FBY'Y-S###
- Exemplars (oral sm:@d)
Property Crimes :E:/ilr(rj]?rr:;gon BN FBYY- #i#
. - Evidence 8‘
Weapons (CPW, Found Firearm) | Exemplpﬁ& FBYY - ####
Assault ] %Zé@ﬁ: FBY'Y- #tH
Forensic Paternity '\E ct of conception FBYY- ##t
s Exemplars
K\J Post-mortem samples
e - Kinship exemplars
?Rh?:ggg%iggga;} Rema@\ - Pseudoexemplars (razors, FBYY - ##
toothbrushes, underwear,
etc.)
@ \ - Post-mortem samples D@YY-#H
’h@; Disast@o - Kinship exemplars (where @ = One-
Y\ - Pseudoexemplars (razors, letter borough
KOP R - toothbrushes, underwear, etc.) |designation)
Mit rial DNA Testing - Evidence
?\ OQ%; - Exemplars FBY'Y -#Ht#
sourced - Evidence Assigned by
- Exemplars contract lab
Proficiency - Evidence Designated by
- 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
Supplier Kit Loci (630['%~
D8S2279, D21S11, D7S820, CSF1PO, @
|dentifiler® D3S1358, THO1, D13S317, D16S539, \ o
D2S1338, D19S433, VWA, TPOX, b-‘
D18S51, Amelogenin, D5S818, FG}\'\
D13S317, D7S820, Amelogenin, cga\
ABI MiniFiler D2S1338, D21S11, D16S539, : Yes
CSF1PO, FGA
DYS456, DYS3891, DYS YS389Il,
Yiler* DYS458, DYS19, DY b, DYS393, | YES
DYS391, DYS439. 5,DYS392, Y | MEmne fuee
GATA H4, DYS: S438, DYS448
DYS391, DY YDYS439, DYS389lI,
Promega PowerPlex Y DYS393, Dg , DYS385, DY S438, No
DYS437, 19, DYS392
YM1 DY313J)YS3891, DYS38911, DYS390 No
OCME  R— -
MtDNA 4@\)?‘!4 VII direct sequencing Yes
*Systems used for routine casewofk)
Scheduled analysis Q

ert

QO

on the ca

h

iPmay be necessary for other types of examinations to be done
epartment of Forensic Biology examines an item. Fingerprint

residue hair and fiber examinations, etc., may be equally or more
presence of biological fluids.

Scheduled analysis can range from determining only the presence of semen,
iva, or blood on an item to DNA analysis of stained or touched items for
comparison with victims, elimination samples, and/or suspects. The decision of
what analyses are to be performed is made by a member of the evidence sign-in
team or Criminalists 111, 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 change if prioritized
items are negative and additional evidence must be examined, or if additional
evidence is accepted by the laboratory.
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D.

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 111 or IV,
from the X-team after evaluation of the items through review of the OCME %
paperwork and/or discussions with the medical examiner. For post-morte \
sexual assault kits (or swabs submitted separately), serology testing and

ad,

the medical examiner responsible for the autopsy is notified and aske

testing is not done automatically (with the exception of homicide cas$)e\:
0
he

assign a case number and store the items without scheduling

testing is needed. For most such items, the Department of Forerg\g

Scheduled Analysis can change if the medical examiner,
district attorneys later decide the analysis is needed.
3. For documented instances where a decedent (ME cas

file (analogous to suspect sexual assault kit bucc

-

also the named suspect

imens) for typing,

in another case, a portion of the PM Bloodstain sh(&sm transferred into an S-

comparison and entry into LDIS as per norm{@h dures for suspects.

Target dates

available information. Target dates foka

\

nded reports are entered by the individual

Target dates are assigned by the evideg@-in team and/or supervisors based on the

who creates the assignment for the

Nen ed report.

(@)
AN

Case Type Default Target Date
Homicide ~ O\ . 60 days
Sexual ?ault (Kit W Report) 60 days
Se>\ ssaulw%tional Evidence) 60 days
Y@%sicfp@t‘y 60 days
|“Propgr 'r‘nes 60 days
Wi Ys' 60 days
ault 60 days
’Missing Persons 30 days
Suspect 30 days
Mitochondrial DNA 90 days

Proficiency Assigned by vendor
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Amended Reports (all Case Types) Same as Assignment Start Date
Miscellaneous 60 days kﬁg

Target dates can fluctuate in order to accommodate court dates, investigative le Qh
priority case, or if additional evidence is signed into the laboratory.

Regardless of the target date, a report should be written and submitted r'?bylew no later
than seven calendar days after the last analytical results are availabl
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E. Case flow

General Processing Flow Chart

HOMICIDE, SEXUAL
ASSAULT, ASSAULT,
AND MISCELLANEOUS
CASES

PATERNITY, MISSING
PERSONS, AND
SUSPECT CASES

y

IDENTIFY
BLOOD/SEMEN/
AMYLASE

EXTRACT

- C Q)
R »
X\

COMPARE TO
VICTIM,

SUSPECT(S),
AND DATABASE

y

RECUT OR
SUBMIT TO
IDENTIFILER™,
YM1, AS NEEDED
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Sexual Assault Kit (SAK) Processing Flow Chart

EA PROCESSES SAK

EXEMPLAR

A

ENVELOPE TO “IN

FILE TO “CLOSE SAK”

PROGRESS”

SEROLOGY RESULTS

A

SAK TO “IQ
PROGﬁ
\

V4

RECEIVED AND

RACK

SPERM / P30
POSITIVE?

YES

l

DETERMINE DNARA | «—YES

AMYLASE
POSITIVE?

\WN
‘@ STAYS WITH EA

COLLATED (

SAK IS CLOSED AND
RETURNED.

IS THERE A
SUSPECT?

FILE TO EA FOR
SEROLOGY REPORT

SEND REQUEST FOR

SAI§_§ g;ﬁgﬁ\? GéN D (V) EXEMPLAR
CUTTING

FILE TO DNA RA
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EA EXAMINES CASE,

Property Crimes Processing Flow Chart

v
QO

o\ @

O

SUBMITS EVIDENCE > EYF','EENNDIC,\'IEGIO
SAMPLES
EA FINALIZES
FILE
N
YES 6\
POSITIVE SAMPLE(Q'
I AMPLIFIE
EA PREPARES EA sami
DRAFT REPORT MIN
SAMRLE(S) TO
TION, IF
( LICABLE
Q¥
C) ‘
A - 3 \

EA COMPILES
EA JRAN RESULTS AND
FILE v& RA STARTS DRAFT

\e REPORT

W
FILE S&\V EA

v

A

SAMPLE(S) SENT FOR
QUANTITATION
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v

Sample Scheduling and Submission for High Sensitivity Testing and

Case Transfer
»\‘0

High Sensitivity testing is an additional type of testing that is available for sample
all case types. Candidate samples for this testing are touched objects which lik

of only skin or epithelial cells, and samples that were found to contain biologic d but
did not yield results with HCN DNA testing techniques. Samples with lo ts of
DNA template are referred to as Low Template DNA (LT-DNA) samplys, While those
with high amounts of DNA template are called High Template DNA%\DNA) samples.

The High Sensitivity Team may accept cases with touched clot 'ngQr homicide, assault,
and sexual assault cases if this is the only evidence in the ca: if this is the evidence of
last resort after all other testing options have been exhaus

Touched objects often yield potential LT-DNA sa d as such should be tested with
High Sensitivity methods. Cases tested initially -DNA may also contain samples
with the potential for High Sensitivity testing. HT-DNA testing has been
completed, the Reporting Analyst and/or s or should evaluate the case for potential

High Sensitivity testing.

Detecting DNA on a touched objec Q indicates the presence of DNA and does not
infer the mechanism of deposmw at DNA. If DNA is not detected on a touched
object, this does not indicat: ontact. Therefore, the relevance of generating a
DNA profile(s) on an item be carefully considered prior to testing. For most cases,
if informative profile r@) uced with HT-DNA testing, additional High Sensitivity
testing i§pot warran@ven if there are no informative profiles in a case, before
initia@gh SewgitiVity testing, if there is an arrested suspect, the ADA assigned to a

be Qﬁ ted. If there is no arrested suspect, and no or insufficient
&aﬂve s, High Sensitivity testing may be attempted.

KO @}e Triage

OCJA 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 testing. Since 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

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

objects that have been handled and do not contain biological fluid such a
blood, semen, saliva, or even sweat. If an analyst is swabbing such an '\%

item, the High Sensitivity swab and swabbing procedure should be

G

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

1) Any touched object
a) Side of bottles, cans or containers (hot m

b) Business, credit, identification, metr one cards

C) Keyboards or computer mice etc K

d) Keys O

e) Handles of various items s@as brushes, combs etc

f) Jewelry 6\
9) Letters or envelop€s

h) Pens or mar

i) Pouches@ phones, glasses, PDAs, MP3 players etc
)] Rop \trings, tape, zipties, or objects used for binding or

st lation

k) ets, purses, or bags including garbage bags

Q}O rappers for condoms or candy etc

Weapons

i) Bombs
iii) Gun handles, triggers, magazines
iv) Knife handles

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

\ i) Bat, broom, hand saw, ice pick handles
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2)
3)

4)

Finger or palm prints
Swabs that were previously taken from touched objects such asi\%

a) Counters or banisters (these may often yield mixture@d
should be accepted as a last resort item) (1/

b) Headboards \
A

C) Portals such as window sills or door handti
d) Switches for lights etc Q)
e) Steering wheels or handles of car go

Swabs taken by the latent print lab prior to fingerprint
treatment unless it is specified t sible blood, semen, or saliva
was recovered with the swaE’i swab is KM positive upon

examination for High Sengi testing, the sample should be sent
for HT-DNA typing if é@ DNA is recovered.)

b. There are some sample@y not easily be categorized as either High
Sensitivity or HT-D§A ng appropriate; sample triage will depend

upon the specifics
consider sample
samples that

should

case. Nevertheless, as a general guideline,
re handled to be High Sensitivity samples whereas
otentially contain saliva, sweat, blood or semen
HT-DNA samples. If HT-DNA samples do not yield
n be subsequently transferred for High Sensitivity testing.

be

Some examples of samples that typically contain low but sufficient
amounts of DNA for HT-DNA testing are:

a) Cell phones (particularly the mouth piece)

b) Clothing that will be scraped

C) Food items that have been partially consumed
d) Gloves

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
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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-D '\
testing, the following samples should be considered for submissi
High Sensitivity Testing pending approval of a supervisor: ?Gl/

1) Those with insufficient DNA for PCR DNA typingy b
a) Amylase, P30, or KM positive
b) Scrapings or swabs of any handled
2) Those that produce a poor STR profile dﬂ)ite a sufficient

quantitation value

3) Note that if HT-DNA testing indic@s\me presence of a mixture, at
best LT-DNA testing can onky deNeTate the profile of the major
component of the mixture. N8 components may be used for
comparisons, but cannot Iﬁ uced unless the sample is an
intimate sample.

d. For cases with touched Q@ specific information is needed on where
the individual was tQuc ‘On the arm” or “On the neck” is acceptable;
“somewhere on th(i&it” is not acceptable). Exemplars from the victim(s)
must be submigt{g r to any touched clothing is tested.

2. Sample Schedulier

When e is submitted for High Sensitivity DNA testing, all relevant
@ log®Qoks and databases should be completed as with HT-DNA testing. If
. A se already has an entry in the database for HT-DNA testing, a
\ cond entry should be made for the High Sensitivity DNA testing portion.
‘Q @ In this instance, the date received is defined as the date the case was
0 0 transferred to the High Sensitivity team. However, if the evidence is not
stored in the Forensic Biology Department, the date received is defined as

E OC) the day the evidence returns to the lab.

b. High Sensitivity cases have a 60 day target date.

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
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C. If cases only contain LT-DNA-type items scheduled for examination, the

examination. A rack is situated in the evidence exam room for these fil
These items are scheduled with the letter on the Scheduled Analysi
designated for “High Sensitivity testing”. SQ

case should be transferred directly to the High Sensitivity team for c

d. If HT-DNA type evidence is the only type of evidence sched% n the
case, but LT-DNA-type evidence is also included, the L- items(s)
should be scheduled with the appropriate letter for S}sc edule for
examination until supervisor establishes case statu@ , in general, 5
or fewer HCN type items are scheduled along w&

-DNA items, the
case may be assigned as a “Hybrid” case. See on F below.

1)  After HT-DNA testing has been c ed and case circumstances
suggest that LT-DNA testing e done on some items/samples,
the Reporting Analyst and/ visor may submit the file to the
High Sensitivity team for, uation..

a) Ifthereisan grr
determine wQet

uspect, first contact the ADA assigned to
igh Sensitivity DNA testing is warranted.

b) If there suspect consult the relevant agency investigating

the i |n{

3. Case Files and Tr

If HT@\ testing has already been started or completed in a case, a
ile may be generated when items are tested by the High
. A |V|ty team. The HT-DNA testing results may be located in file 1 of
\ @ nd the second file may contain High Sensitivity DNA testing results.
6 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

undergoing HT-DNA testing or technical review involves the following: c

1)

2)

4)

The HT-DNA analyst should submit the case file to a High

61 report, and relevant laboratory requests and vouchers c

Sensitivity supervisor so that copies of the contact sheet to %
ade

and included in the High Sensitivity file.

The High Sensitivity supervisor should then eva%\\the case to

determine which samples need LT-DNA testi%r

those items for examination, create a ne
transfer the relevant chain of custodie
case file. (Following examination,
should return the original cham

additional examination, the High Sensitivit§ S

tems need
visor will schedule

abase record, and
new High Sensitivity
gh Sensitivity analyst
ody to the original case file).

If the sample has already be% tracted the extract location, and the

name and location of the@

ant extraction or microcon negatives
ensitivity supervisor. When the samples

will be noted by t
are brought into tie Ly-DNA laboratory, state “transferred to

HiSens” (or a 5% statement indicating the transfer) in the DNA

tracking she

cryob

High Sensitivity team will temporarily transfer
the extra to the LT-DNA facility, where it will be stored in a
led “transferred from HSC testing”. A new tracking

the High Sensitivity file. Upon completion of High

S e It specify all aliquots for High Sensitivity testing and will be
Sept?

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.

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.

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 accord'n\(tiwe
following situations: &

a. HT-DNA report: If the case file will be submitted to t (gh Sensitivity
team for evaluation, state “This case will be forwar, he High
Sensitivity group for further evaluation.” K

b. High Sensitivity DNA report:

1)  If the HT-DNA report, was already ’Sd state “This is an
additional report. For previousJ ~evidence received, and
disposition, see report dated.. \

2) If the HT-DNA report w. et issued, the HSC report will be an
additional report to th e High Sensitivity report.

5. Communication C)

When a case is processe%‘ igh Sensitivity and HT-DNA testing
simultaneously, anal both teams must communicate and share results.
Moreover, when t ccurs subsequently, the High Sensitivity DNA analyst

should relay rCJg the HT-DNA analyst.

&muni tion between analysts sharing cases facilitates such necessary tasks as
. A e foll :

Q\ a@%omparison of foreign profiles in either file to mixtures suitable for
CJ b comparison in the other
Assignment of foreign profile monikers (i.e. Male Donor A, B, C...)

; OCJ c.l Establishment of report dates and report order

O
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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 which inclu

é’)

sample scheduled is limited to 5 HT-DNA and 5 LT-DNA type items (for a tot

informative HT-DNA and LT-DNA type items. In general, the number of each ty
A

items per case). In some instances, it may be appropriate to split the case in
and High Sensitivity portions and to process the samples separately. How: E these

situations, the results of each type of testing will need to be compared

ch other as

with any other case split between two groups for testing. Refer to th priate sections
in this manual for scheduling of High Sensitivity and HT-DNA |tQ

1.

2.

Examples of cases appropriate for Hybrid testing are @Iows.
- Assault allegedly committed by a person or @ns unknown to the victim
.
- Cases including gun swabs, plus 5 or f T-DNA type items
Examples of cases that are NOT ap&@a e for Hybrid testing are as follows:

a. Assault or homicide ca@here the HT-DNA evidence is likely to be
more informative towinvestigation than the High Sensitivity evidence.

b. Assault cases &Neapons such as knifes, bats, sticks, etc., for which
there isan a and/or the individuals involved obviously knew each
other (J @ er- daughter, husband-wife) should NOT be scheduled as

6 hybri@s. The handle of the weapon should NOT be scheduled for

Hig(?e Sitivity testing

’\A Thes sthould be assigned for HT-DNA testing only; if in the future, testing

WO
P

4.

K

ndle of the weapon is requested, this can be done by the High Sensitivity
Homicide cases with arrested suspects SHOULD have weapons scheduled for
High Sensitivity testing (if applicable).

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 databas@
should be completed as with any other testing. If the case already has an enjaglin

the database for testing with the same or another group within the lab, a
entry should be made for the Hybrid testing portion. In this instance, th&d
received is defined as the date the case was transferred to the Hybrid
However, if the evidence is not stored in the Forensic Biology N ent, the
date received is defined as the day the evidence returns to th Di

Hybrid cases have a 60 day target date. Q

A “Hybrid” rack is situated in the evidence sign in @r these files.

The Schedule of Analysis for a Hybrid eviden@& may indicate that no High
Sensitivity samples are to be collected and \e t for extraction unless a KM+

stain has been identified on that item. T elihood that a given item of
evidence is truly associated with a pe or should be considered when making
the above determination. Fore In an assault case where the victim was
stabbed, no further testing wowd typically be performed on a knife from which no
KM+ stains were found unl&gs itTS somehow clear from the available information
that the knife was handle @ perpetrator (and there is no other evidence in the
case from which the i F& ation of the perpetrator’s DNA profile is likely to be
more successful and&\gnificant).

Some{imeg,1n addition to the actual evidence item, swabs collected from

thgite y the NYPD are also received for testing. In these situations it

[

appropriate for the Schedule of Analysis to indicate that KM
‘\A ng on the item is not necessary if one of the associated NYPD swabs

CJQ found to be KM+.

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

QO establishes case status.”

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
05-01-2015 QUALITY ASSURANCE MANAGER 42 OF 171

O
Q
XV
WX
Cb\'\
THIS PAGE INTENTIONALLY LEFT BLAN Q

O
>

&(\

ouched clothing acceptance.
rget date for Sexual Assault DNA Reports was changed to 60 days; Sexual Assault Serology
eport w as a “case type.” Sexual Assault Kit Processing Flow Chart was revised since positive serology
K{\ reports@ onger written routinely.
pril 4, 28 otnote in Section A concerning “known individuals” was revised.. Added target date information for
AzagNdadl Reports to the chart in Section D; language on time period for supervisors to complete technical reviews
ed to “should” to infer guidance rather than absolute requirement. Policy for processing of non-homicide post-
ortem items (Section C.2) was added.
A , 2014- Procedure revised to include YFiler information.
May 1, 2015- Section B revised to allow Yfiler kit be available for CODIS eligibility of Missing Persons cases. Information
added to Section C concerning instances when a decedent is also the named suspect in a case.
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Evidence Control
GUIDING PRINCIPLES AND SCOPE \6

The appropriate tracking and storage of evidence and work product is critical for ensu |6@
the value of the Department’s testing results is not compromised. Chain-of-custody
documentation that tracks the receipt of evidence (either post-mortem autopsy sp &s or
physical evidence obtained through investigations), through the analytical procegs, bntil it leaves
the control of the laboratory. Unique identifiers on evidence items ensure in of custody
records and examination records can be associated with the correct evide

The laboratory receives evidence primarily from the OCME Eviden it. “Evidence” is
equivalent to a “test item”. The Evidence Unit assigns a number, umber) to the evidence
and stores it under lock and key. Only Evidence Unit person e access to these locations.

The NYPD and other agencies and jurisdictions may bri
Evidence from the OCME is received from all of the
the conclusion of the scientific testing, the NYPD
Unit and other evidence is returned directly to

% ence directly to the laboratory.
locations via the Evidence Unit. At

ce is usually returned to the Evidence
mitting agency.

The Department of Forensic Biology defi \work product” as information or samples
generated during the course of a scienti 'bamination of evidence, such as graphs, 35 mm
slides, photographs, extracted DNA ified DNA, electropherograms, FTIR cards, or stained
slides prepared from sample extré

RS
s@

KOCase @ rs are discussed in the Evidence Sign-In procedure.

é. :I&énce Item and Sample Identifiers

ach evidence item and sample from the evidence must 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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Forensic Biology network. All printed versions are non-controlled copies.



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT

MANUAL

EVIDENCE CONTROL

DATE EFFECTIVE APPROVING AUTHORITY PAGE
07-16-2012 QUALITY ASSURANCE MANAGER 44 OF 171

system; however, the requirement for uniqueness remains.

1.

An “item” refers to a single piece of evidence received by the laboratory.

a. Vouchered evidence. Primary evidence items are named as follows: \
(FB#)_(last 3 digits of voucher)_(item#)_(short description < 6 chargﬁ{ra/

For example, FB11-00123 546 1 Hat '\

(Note: the short description for the evidence item can be c@by the analyst
upon examination)

b. Postmortem (non-vouchered) evidence. s\'o
(FB#)_PM_(item #)_(short description <6 ¢ rs)
FB12-00009_PM_1_bone \

more than one item. In these siuatjons a “sub-item” number is incorporated into

c. Subitems. Occasionally, wf@s@mitted as one item actually consists of
the item numbering format.\Qr

ample:
(FB#)_(last 3 digits ox&%r)_(item#).(subitem#)_(short description)

Two socks list g m 2 are itemized individually as 2.1 and 2.2. The evidence
iems will thefef e named as follows:

811-0@3546_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

a voucher so the OCME ID format is slightly different. The format is:
( 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 material i

obtained that will be subjected to testing. An evidence item may have more th
one sample. Evidence samples for vouchered evidence are named as foIIo
(FB#)_(last 3 digits of voucher)_(item#)_(evidence sample#) (short §&r| fon <
6 characters)

The area that is scraped will be considered as evidence samp \om the hat and
will be named FB11-00123 546 1 1 Hat. Q

3. A “cutting” is that portion of the sample actually testﬁq example the scrapings
from an area on an article of clothing or a portion o‘f\' odstain sent for
extraction.

*
(FB#)_(last 3 digits of voucher)_(item#)_(@ce sample#).(cutting#)_(short
description < 6 characters) \

Therefore, the portion of the sc actually being sent for testing would be
named FB11-00123 546 1 1. 6

4. Identifiers for cuttings a les created for PM, internal, and outside
jurisdiction cases wHI& the same logic as for the vouchered evidence from

external cases. Q
Evid Seal :‘

Qeal that prevents loss, cross-transfer, or contamination of evidence

le en at attempted entry into the evidence container is detectable. Proper
clude heat seals, tape seals, or a lock with the initials of the person creating
ing placed on the seal or across the seal onto the container. Staples alone are

the i
; groper 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 acceptable seal, although they may
be used in conjunction with tape to make it easier to apply a tape seal to a container.
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Deficiency/Discrepancy must be completed and forwarded to a supervisor for approv
The condition of the seal is also recorded during the Evidence Packaging documen@'
process.

If evidence that is received by Department does not have a proper seal, an Evidence c

All evidence returned to the Evidence Unit must be properly sealed. Supple \
improper original seals with a laboratory seal; however, preserve the ori eals
(including the initials of the person who created the seal) as much as (ble. Ifthisis
not possible, consult with a supervisor for the best course of actioQ

D.  Evidence receipt O\

Most evidence is accepted into the OCME by the Evide nit and is assigned an
Evidence Unit number. All evidence must be appr, y packaged as suitable for the
item type when the laboratory receives it. In gene st evidence should be placed in
breathable paper or Tyvek. Sometimes eviden be received in foil or foil-like
containers, cardboard boxes, and plastic ¢ :@rs All evidence received in the
laboratory must be properly sealed. 6

The paperwork transferred with theyidence is reviewed to ensure that the evidence
belongs in the Forensic Biology l@r ment. Generally, the following items are not

accepted:
1) Items requirin %nt exams
2 ms mtend fo air/fiber exams
r gunshot residue exams

(3) s inte
4 a|r fi other trace evidence
@ Cloth om the deceased

KO utore@ence sent from the OCME offices in Manhattan, Brooklyn, Queens, the

Bro d Staten Island is received in sealed, plastic containers. Inside each container is
v port 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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E. Chain of Custody
N
he

Evidence from user agencies is transferred from the Evidence Unit, where it is stor%
a member of the Forensic Biology Department. The chain-of-custody process r
transfer of evidence between individuals and/or between an individual and a gt %’
location. All dates are recorded contemporaneously. 6‘

Transfers of evidence items are subject to full chain of custody requi
movement of evidence samples or work product may be tracked t¢a
these materials are not subject to full chain of custody requiremgnt
chain of custody mechanisms described in the next paragrap {

ceger degree, but
a”1d do not use the

Custody transfers for pre-LIMS evidence are recorded 0 s\d copy forms. Custody
transfers for evidence received post-LIMS are rec N\ Ing the chain of custody
function in the LIMS application. 8

Instances arise that require the Departme @ensrc Biology to send evidence to other
agencies or laboratories. Under most Léances this is accomplished using overnight
mail services; the shipping paperwork ained in the case record.

F.  Sample witnessing in the 1{@' tory

After samples are remove @n the evidence, a witnessing procedure occurs at several
points during the analysiqtgdhelp ensure that testing is being performed on the correct
sample e WltnessG)\ep verifies that the sequence of tubes containing DNA or
samp, es t is recorded on the applicable batch set-up: bloodstain preparation
fro le I 30 detection, amylase detection, DNA extraction, DNA

|tat|o |f cation set-up, and capillary set-up. The witness documents their
nesm@uvny

?& Sa \}consumption

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

s 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 evidence’%‘%
delivered to the Evidence Unit, assigned an EU number, stored in the Evidence Un'@1
then transferred to the Forensic Biology Department for examination. Most evi

is not being actively examined, but is still considered to be “in progress” (pe @1/
examination, pending review, etc.) is properly sealed and securely stored &
Evidence Unit.

The Department may use secure, locking “cages” within the Iabor@r the temporary
storage of evidence, such as exemplars, that are being actively e( ed

Retained evidence. Evidence items retained for long-ter Qge e.g., victim
exemplars from sexual assault evidence kits, must be pr y sealed and their storage

location documented in the Chain of Custody of t?§
l. Retention, return, and disposal guideli or evidence and work
product

1. Post-Mortem Specimens C)

a. PM sexual as%\@dence is returned to the Evidence Unit after

examination.
b. Other P@mens
f

2

\_/| Blood | Non- Retention Schedule
é. stain? | Blood?
~ Y Y Retain all indefinitely.
Y Y May discard non-blood after 1 year;
R May discard bloodstain after 4 years.
N Y May discard non-blood after 4 years.
?“ Y N May discard bloodstain after 4 years.
\Lﬂlabelled autopsy May discard
pecimens
| 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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&rce Suggested Retention
’\A FB ce, non-exemplar Retain indefinitely
\Q emplars and May discard after one year
KO doexemplars
?\ \. 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 different
retention period

Bloodstain cards are retained in the laboratory at room temperature.

. Disposal and disposition guidelines for the residual liquid blooq\%
are found in the “Bloodstain Preparation from Whole BloodZ
procedure in the Forensic Biology Serology Procedures

Non-blood PM items include things such as hairs, fingernail%ues,
bones, etc. Non-blood PM items may be stored at room t@ ature,

refrigerated or frozen. Q)

2. NYPD (Vouchered) Evidence

After the analytical work is completed, reports are , and technical reviews
are complete, the Evidence Unit is notified that t dence may be returned to

the NYPD.

&
3. Non-NYPD Evidence &

All evidence submitted from nops agencies, with the exception of retained
items, is returned directly to th§ suljmitting agency.

AN
4. DNA Extracts
\O

a. Retained Dr\&racts are stored either refrigerated or frozen.

Reten@rﬁdelines for DNA extracts:

* A due-diligence check on the status of a missing person case should 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 by the 3
LIMS and used to note the general location of DNA extracts while
testing or storage status.

d. Extract Disposal '\bk

The disposal of DNA extracts is documented either j IMS or, for
pre-LIMS samples, on the extract tracking sheet, o memo or similar
provi

document which contains sufficient information de traceability to
specific extracts, e.g., a list of Cryoboxes fr, h extracts were
discarded. The latter method is suggested when large quantities of
extracts are being discarded.

. Q
Disposal of Labtypes DNA extra{@ocumented in the LabTypes
electronic database. O

5. Amplified DNA C)O

Amplified DNA is stored @erated. Once final analysis of the amplified DNA
is complete, the ampli;i{g A can be discarded. Documentation of disposal is

not required.
\
O
O
@&

Revisjo toly:
2
|

E a9, 20104n Qersion of procedure.
ctgOer 28, definition of proper seal is inserted and more direction is provided regarding what must be done if
& evidencéa eived by the laboratory without a proper seal.
pril 18, % = Added a section on Retention and Disposal guidelines for evidence, DNA extracts, and amplified DNA;
I tention schedules for post-mortem samples; renamed “signatures” section as “chain of custody”; added
d 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 \%

common types of evidence are presented in this procedure. If an analyst encounters type of
evidence not presented in this procedure, a supervisor shall be consulted for furtk& ance.

PROCEDURE Gb\

A. Note taking — general guidelines \

Specific methods to examine evidence varies by case type. Guidelines for the examins 0 he

aspect of casework. Done
notes are used to document
Ins that may be found, present

e conclusions of the report, and
ify in court. If the use of paper is

as ink—never pencil. Hard copy notes
the case record in LIMS (as applicable).

Note taking and evidence documentation is the most imp,
improperly, it can jeopardize any analysis that follow
the condition of the packaging and evidence, descr§
the results of presumptive and/or visual tests, su
refresh the analyst's memory when required t
required for notes, use a permanent mediu
or sketches must be scanned for associftio

1. Note taking starts with a d ytion of the evidence packaging, including:
a Type of pac aper bag, manila envelope, zip-loc bag, etc.
b. Condition ckage — wet, bloody, etc.
. Type stapled, taped, unsealed.
% Identi marks — a brief description of labels, tags, handwritten
@ r@wns etc.
-Q

age must be labeled by the analyst with the evidence item identifier
idence Control procedure for the numbering scheme), date, and his/her
written initials. Finding the marks in court is easier if the analyst always
ooses the same location to put his or her marks.

Q. 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
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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 package it
was discovered that the description on the voucher was incorrect (for example,
tank top was submitted, but the voucher says "T-shirt"), use the correct &
description in your notes and subsequent analyses. Do not perpetuate th e.

Standardized worksheets are available with diagrams of pants, shirts,@s, etc.,
to aid in documenting stain patterns. If a diagram must be hand , make sure
it is large enough to allow room to document all of the stains nt. Itis
preferable to have only one diagram per page. When com&an this
worksheet to a pdf format and attach to the case record {t he LIMS.
The LIMS has specific worksheets for the docum o@w of different types of
items (for example: cigarette butts, fingernails, g& items, etc).

*
Digital, 35 mm, or Polaroid photography %ubstituted for diagrams. Each
photograph must have a ruler visible in &k me, either a plain straight ruler or
an x, y axis ruler. When the photogra printed, the analyst must mark the
photograph to highlight stains, dam@gy, etc., and add the appropriate item or
sample identifier, the analyst’s{nitigls and date to the photograph. When
complete, scan photographs%g a Pf format and attach to the case record within

the LIMS. The original r@) t may be retained in the case file (if a hard copy
exists) or discarded. s&

Each item of ey must be marked by the analyst with the case number,
oucher num‘er, g number, date, and handwritten initials. Marking may be
by afixi tag with the information or by writing directly on the item.

S\A If cor ns are made on hard copy examination documentation, a strike-through
m rawn through the error; and initialed and dated by the person making the
es. Additional notations, including interlineations, made on the
\&amination documentation must also be initialed and dated. Never obliterate,

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

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 must be given a unique identifying number,

clearly shown in the notes. See the “Evidence Control” procedure for the sampl
identification scheme. Each stain must be hand marked by the analyst. Markj %
may be done by affixing a tag with the information or by writing directly o@

item.

For most tests, the LIMS will generate a functional report documentlb( test
and the results. It is the responsibility of the IA/RA to ensure t approprlate
reports are printed and inserted into the hard copy the case fll%

B.  Preparing for evidence examination \
Before examining evidence, certain preparations should be’@:

1. Review the Schedule of Analysis for analyse performed on the item(s) in
the case. Review all the information provig®Q%n the case record. This includes
the Communication Log, vouchers, re or laboratory examination, any
previous laboratory reports, and poli orts. If further information or
clarification is needed, obtain l© beginning analyses.

e

2. Plan your approach to the ¢ rtain items may have greater potential
informational value than or may need to be analyzed first as an

investigative aid. \

3. Ensure that y @/ aring the proper Personal Protective Equipment.

4. &are t ork area. The bench must be clean and free of clutter. The LIMS
t sho@e sufficiently charged if on battery power. Both the bench and the
’ LIM mouse, keyboard, and cart handle should be wiped down with 10%
@ ollowed by 70% ethanol. The work area should then be covered with
to prevent the loss of small particles of evidence and to prevent the cross-
K nsfer of materials from one item to another. Change the paper when a new case
v |s 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.

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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C. Evidence examination — general guidelines %
The examination of objects will be described in a general sense, covering a broad ranQ'\
of topics applicable to most items of evidence.

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

NOTE: All cutting utensils, tweezers, etc. must be cleaned befor after each
use. The recommended cleaning method is 10% blea n distilled
water, and then 70% ethanol. Gloves should be ch% etween each
item, and as needed. Lab coat should be changed{ft craping an item.

1. Individual evidence packages that all relate to one D@ay be packaged in a
mesh bag for convenience. This mesh bag shoul@t e examined or counted as
a packaging material. No documents, labels, es should be attached or
written on the mesh bag. For the individu ¥dence packages, verify that outer
packaging corresponds to lab request/v . Open the packaging. Avoid
breaking existing seals when possibl 6

2. Remove items from packagmg%y care. Remember, materials of evidentiary
value may adhere to the ite or the packaging. Opening the evidence over
bench paper will preven s of these materials.

3. Examine one item a@«me

is know ha an item still requires trace evidence examinations, place an
%\lonal f thin (newspaper weight) paper on top of the regular paper prior
open ltem of evidence. When done examining the item, wrap it up in the
thln nd place the entire bundle back into the original packaging. Any trace
e that was dislodged from the item must be retained within the thin paper.

K 4. certain that the previous item has been re-packaged before opening another
O item on the work surface.

Q. 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

10.

@e ect a

0

during the inspection, especially if semen or saliva is suspected. Magnificatio

to use a high intensity light source, UV light source, or alternate light source c
may be necessary. ?\

A tactile examination is sometimes helpful for locating some biologi r\ia
notably semen stains. Using gloved fingertips, lightly brush over th %( ce of
the object, feeling for changes in surface texture or stiffness.

Remove any easily visible surface debris such as hairs, fib, %od fragments,
etc. and return to the original package within a sealed coin lope with
appropriate markings indicating case number, vouche ber, item number, date
and initials. The location on the item of all trace e
documented by diagram, photography, or describégN

*
Perform the appropriate screening tests, s &astle-Meyer or Acid
Phosphatase. The lot numbers of all rea and control testing results must be
documented prior to use to ensure thz@ reagent isn’t an expired lot within the
LIMS.

All positive biological stain&(%ositive, amylase positive and/or PSA positive)
must be documented by @ iagrams, and/or photography. Note the location
of the stain, size, hea\/i\nJ soaked into fabric, surface smear, etc.). Each
photograph must h@a ler visible in the frame, either a plain straight ruler or

an X, y axis rul O

is ap at there is a spatter pattern, consult a supervisor for guidance.
@mate stains for further testing based on any spatter analysis.

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

VS 110
N

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

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

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 dated

across the tape edge. If multiple items of evidence are separately packaged for; %
single case, these items may be collected and stored in a mesh bag. Thism &
bag is used only for the sake of convenience in grouping related evidencgs
should not be tagged, labeled, or have any documentation attached to_t h
bag itself. Transfer the evidence to the Evidence Unit or secure stora cation
for storage.

Since post-mortem items are not vouchered, transfer them Q%wed storage once
they are ready for storage.

reflect this. The retained sample package must b ed and re-sealed according

Each time a retained sample is removed for analys'g @chaln of custody must
to Departmental guidelines.

13. Unless there is case information to the c y, all samples will be processed as
if DNA typing is to be performed.

a. For possible bloodstain§ thg have tested positive with a presumptive test
for blood, a portio ain or swab may be submitted for DNA
extraction, depen q% the case type.

b. For possible s ains that have tested positive with a presumptive test
for semen, a n of the stain or swab is submitted immediately for PSA
testing.

For sﬁ?} sault kit swabs with accompanying smears, a portion of the

6 mitted directly for DNA extraction if sperm are found on the

AQ . If no sperm are seen on the smear, perform PSA testing on the
¢ b
N\

d. or 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, or 3uL whole blood
b. Semen — portion of semen stain about 5mm square, one third of a swab'O\%
3uL of whole semen
C. Amylase — portion of stain about 5mm square or one third of a svﬂtg
d. Scrapings (of clothing items) \
e. Swab(s) of touched items '\b‘

Be mindful of the amount of scrapings and/or SDS s \eing placed in
extraction tubes. Excessive amounts of substrate er the extraction

process. \

Create the sample and schedule the approp traction procedure for
the sample (exemplars, bloodstains, seme Ins, touched items, other
evidence, or one-step). Scheduling a e for an incorrect extraction
process may lead to the subsequengi s being declared inconclusive;
see a supervisor if you have an Q ons about whether a particular
sample is evidence or an exem@.

All extraction tubes shayld pe transferred to an extraction refrigerator.

When handling e @nple:

1) Use c\ cutting surface for each sample, such as a lint-free
i)

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

¢ A @Q If possible, the entirety of an item or sample should not be

16. During

consumed during analysis. It is recommended that at least 25% of
the sample be saved for future analysis, if needed. However, if in
the opinion of the analyst (or for touched items), consumption of
the sample is necessary to have the best chance to obtain results,
the item or sample may be consumed; the notes must clearly state
this.

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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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 examinatio
hanger) should be moved to areas of the laboratory where accidental contact b n%
other personnel will be limited. ’\

supervisor prior to leaving the evidence unattended.

Direct any questions regarding what prevention measures should be t&

without first consulting with a supervisor. Without prior from a
supervisor, all evidence must be properly sealed and ret a secure storage
location at the end of the day. §

17. Evidence in the process of examination may not be left ur;@ovemight
n

evidence in the process of
er, this practice is to be

Under certain circumstances, the supervisor may
examination to be left unattended overnights
limited based on the necessity, and the ris idental contact with other items
of evidence or personnel must be minimi See Paragraph 16, above). For
example, a supervisor may approve e e to be left unattended overnight if an
item of evidence is found to be t@en opened and must be air dried or dried in
a hood with the fan running. }-@/er, the supervisor must ensure that all risks of
accidental contact with othe&%&

©

D. Evidence examination&éapons

of evidence or personnel are minimized.

Wea%e frequer@?mitted for bloodstain or tissue examinations or for the
m-SKi

recov DNAY¢0 n cells. Weapons can consist of knives, guns, bottles, baseball
Pg nume@g her items.
\Qteapons be thoroughly described and examined. Follow the general guidelines
KO or not g 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 packaging. If
not, a deviation should be logged. '\6

2. Measure the physical dimensions of the item. In the case of a knife, this %
include description of knife blade such as thickness, shape, cross-seca\rﬁll pe
ph the

length, width, number of blades, brand names, etc. Trace and/or pho
knife.

3. If necessary, examine under a magnifier or stereomicrosco&races of fibers,
hairs, blood, or other materials of evidentiary value. All tr vidence removed

should be documented in the notes using descriptions rams, and/or
photography. \
4, Look carefully for directional spatters of blag eapons. Discuss any

directional stains with a supervisor before 6 ing any analyses.

5. Knives, sheaths, or other weapons ma \ismantled as necessary for further
examination. Always photogra@;@agram the intact items before dismantling.

6. All stains must be documertgd bY notes, diagrams, and/or photography. Note the
location of the stain, size ness (soaked into fabric, surface smear, etc.), and
any directionality of t {@ N pattern. Each photograph must have a ruler visible
in the frame, either éﬂ;ht ruler or an X, y axis ruler.

non. ere is an indication that the suspect was bleeding, this technique
@/l | assi rsolating the desired DNA profile. In cases where the “handle” of the
‘\A weap

7. dake every @Qavoid positive serology stains when sampling the handle of a
;p le

nknown (e.g., crowbar), treat each end separately as if it could have
andle.

?S 8. c}bﬁer examining a knife or other sharp object, package it in a safe manner

(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 item. c

Complete the Clothing Description or General Item Examination Worksheet for e
separate clothing item.

1.

t hol
ay fr@p existing hole.
X
& 4

WO
QP

Describe the color or pattern of the item of clothing, fabric type (den?‘ rduroy,
etc.), fabric make-up (cotton, polyester, etc., from label, if prese d size (if
marked on item). If an item is submitted inside-out, record tl% ormation.

Spread out the item of clothing, looking carefully at thef{gack, and inside for

any possible evidentiary material. O

Describe the general cleanliness of the item of cl¢Ng. Note any defined soiled
areas (biological and/or non-biological) on th ent, for example, knees,
buttocks, or cuffs. Note whether the garm ears freshly washed or not (for
example, wet or damp). \

Describe any damage to clothin v@? may have evidentiary value. For
example, torn or missing butto@rn or cut areas, damaged areas, or burned

areas should be described.

Note the presence of Qpected stab holes or bullet holes. Diagram the
location, orientationdS!&g7 and shape of any holes. Do not overlook the possibility
that more than n may be caused by a single stab or shot due to the folding
the fabric. ﬁ? sampling a stain from the area of a suspected stab hole or
t cut through or otherwise disturb the hole. Take a sample

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
a 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.

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. c

Shoes may be dismantled as necessary for further examination. Always
photograph or diagram the intact items before dismantling. Q

0. Document stains by diagrams, description, and/or photography. Not%\location
of the stain, size, heaviness (soaked into fabric, surface smear, e c”,\g d any
directionality of the stain pattern. Each photograph must hay, ler visible in
the frame, either a plain straight ruler or an x, y axis ruler. er

Evidence examination — clothing (for skin cells O

Clothing items that are scheduled to be examined or\ne A of the individual who
wore the item should be processed using the scrapg ethod. Follow the general
guidelines for note taking and evidence examinay hen examining any item of
clothing. b

Complete the General Packaging Wor@gt as the initial documentation of each item.

Complete the Clothing Descripti \eneral Item Examination Worksheet for each
separate clothing item. \

After the steps descrk& ., do the following:

IMPO NT: ¢ Dot perform this procedure near an air conditioning unit. In
ition to a new lab coat and new gloves, the analyst should wear a

A ask/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.

1. O\)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.
Q 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 down f@
the collection bin, and scrape the surface. Re-fold and repeat until the co

inside has been scraped. This procedure will produce lint that contains@in
cells; consider this lint as a carrier for the cells.

razorblade), use tweezers to transfer material into an extragti e. If no fibers
are visible, use the razorblade to scrape the bench paper Q into an extraction

tube. 5\39

t goes to extraction. The
hen packaged within an
original packaging.

3. Collect the lint by brushing the fibers into one corner of th@paper (use

The scrapings should be divided into two parts;
remaining part is placed into an extraction tu
individual envelope, labeled, and returned

\

G. Evidence examination — touche @ung (for skin cells)

Clothing items that are scheduled tNi examined for DNA left behind by an assailant
after a physical struggle should essed using either a swabbing or scraping method,
as required based on the mate elng examined Follow the general guidelines for note
taking and evidence examin@bn when examining any item of clothing.

Complety the Gener@ aging Worksheet as the initial documentation of each item.

Co the @'{g Description or General Item Examination Worksheet for each
te clot

&ter@@w described in E., do the following:
Q ' TANT: Do not perform this procedure near an air conditioning unit. In
Q 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.

1. 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. Q
3. Based on the material, choose the best method to examine the item. Re‘fir he
table below: b‘

Recommended method to use for various Sb\

materials
4. For o zcéa';'”g — ngabzmg —Q swabbing, swab the
entire oTon & -Otioh mixure pan exi@ area using irradiated
Polyester Polyest
SDS Wool = % swabs prepared by
the 20 Quality Assurance

ay,
team moistened with 0.01% SDS. Combi@s‘v—vabs inside one extraction tube.

\\

5. For material requiring scraping, scrap entire area with a sterile blade and

place the scrapings inside an ex ube. Make sure to scrape the entire
surface the assailant was purpo@o have had contact with. If the item also
contains biological stains, ¥is IMportant not to include these areas when
scraping or swabbing. O

6. After scraping the i u may wipe the blade with an irradiated SDS swab to

recover as mu ell evidence as possible. Place the swab inside the same
tase as the scfapi Both the scrapings and the SDS swab will be extracted
her asqu

@ mple
S
vide

S
F&Jthe general guidelines for note taking and evidence examination when examining
S

exual assault kit. Follow the general guidelines for clothing examination when
amining any clothing items packaged in a sexual assault Kit.

&%(amination — sexual assault kits

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 further
documentation of each separate clothing item. '\%

1. Ensure that the name of the victim corresponds to the name listed on the Q
paperwork in the case file. (1/

2. Indicate whether each kit component is sealed, unsealed, not su ?,‘or present
but “not used” (this may require opening of the envelope). utive item
numbers are assigned to only those items that are present a@ (e.g.,1.1,1.2,
1.3.1-1.3.2 for swab and smear pairs).

PM Kits (all items packaged together): Inventor Qabel used envelopes with
an item number (see above) and the FB number ( s 1.1, 1.2, etc), analyst’s
initials, and date of examination. All the enve{oNeS, whether used or unused
should contain the analyst’s initials and th ifying case number. All
envelopes and any paperwork associate the PM kit will be retained in the

kit box. For PM SAKSs use the Sexual@ se Evidence Collection Kit Inventory

Worksheet

PM swabs (items package%epgeately): Complete the Packaging and Swab
Examination Worksheet swabs should already have item numbers. Refer
to the LIMS Ewdence

Vouchered k @ory kit. Label used envelopes with an item number (see
ove) andt umber, analyst’s initials, and date of examination. All the
Iope er used or unused should contain the analyst’s initials and the
A@ﬂentify' e number. See following for testing of the vouchered kit.
N\

U ear or related items contained within kit:

\bunderwear or related items (e.g., pantiliner) are in the kit, complete the
OCIothing Description or General Item 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, observe the
underwear using an alternate light source. If any fluorescing areas are obse@j,

circle for further testing.

O

If a whitish, yellowish, or fluorescing stain is observed on the underw? test the

stain with AP reagent. If the stain is AP positive, make a small
the stain for PSA confirmation testing.

KM reagent and AP reagent, even if the area does no

d submit

ear to fluoresce with the

If a pink to reddish-brown stain is observed on the underg@test the stain with

aid of the alternate light source. The possible preseb% blood can mask
fluorescence. Regardless of KM results, the stair@e s to be AP tested. KM
positive stains should be documented. . Q

If the time since date of occurrence ism g\n 3 months, the analyst should
submit a small portion of the area for @ esting.

At this point, be sure that any @snive stains submitted to PSA testing are
designated a stain number. \a umber should also be designated for KM
positive stains. Positive s 0 not need to be separated from the item for
retention purposes. {

If oral sodom @ ed or it is unclear what type of sexual contact occurred in
e

e case, it m cessary to send stains for amylase testing. Consult with
@ sup s needed.
¢ A If the no biological stains on the item(s), a diagram is not necessary; write a

C\JQ\ S cription of the item.

éstinq of gauze within the Kkit:

negative stains should be tested for the presumptive presence of amylase.

QO Examination of gauze is similar to underwear, however all AP positive and

Note the location from which the gauze was collected. If the location from which
the gauze was taken is known, this information must be included on the SAK

inventory.
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4, The trace evidence envelope is used by hospital personnel to collect trace
evidence from the victim’s body and/or the clothing. The victim disrobes over
examination paper, and the examination paper is collected. '\

Since trace evidence examinations are not performed in the Department Q
Forensic Biology, there is generally no need to examine the contents. HQwgyer, if
the envelope appears to contain something other than trace evidence, arkings
on the envelope indicate that something other than trace eviden N esent, the
envelope should be opened to confirm the contents and examp Oxjn should
proceed if needed. If the contents of the envelope are foun@%[ e examination
paper, no further examination is needed.

5. The debris envelope is used by hospital personnel Qlect loose, obvious
foreign material from the victim’s body and/or th ing.

*
If a debris envelope was used, note the loca¥J® from which the debris was
collected, or note that the location was n en. Since trace evidence
examinations are not performed in th rtment of Forensic Biology, there is

generally no need to examine t@ nts.
6. The dried secretions swab&are USed to collect possible biological fluids from
areas other than the body @ s.

If dried secretions \N@&ken, note the number of swabs and the location from
which the sectgti ere collected, or note that the location was not given.
Ech swab m(st e Tndividually labeled (1.4.1, 1.4.2). See below for further

@ g pro@ S.
A Testi@ried secretions swabs:

AN
6)0 @ cutting from each of the swabs present for PSA testing. If the location

K m which the dried secretions swabs were taken is known, and is not from the
?“ Omouth, near the mouth, anal cavity, or near the anal cavity, the swab should also
O be tested for amylase. Swabs from these locations are not tested for amylase. If
Q 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.

7. The fingernail scrapings (or clippings) are used to collect trace evidence from
the fingernails.
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Since trace evidence examinations are not performed in the Department of
Forensic Biology, there is generally no need to examine the contents. Howev
requests are occasionally made to examine the fingernail scrapings; discus
supervisor before starting any examinations of fingernail evidence. If f|
examination has been approved, refer to Section O of this manual.

If a liquid blood exemplar is present, consult with a supervisor

bloodstain card. Fill out a blank stain card (FB number, victi *@me date, and
initials), insert into a Kapak envelope and seal it. The FB @ should be
written on the Kapak and the analyst’s initials and date of exavhination should be
written across the seal. This may be used as an exem@f no buccal specimen is
present within the Kkit.

If a dried blood control is present, it is onlyﬁ there is no buccal specimen
present in the kit. If it must be used, fill o k stain card (FB number,
victim’s name, date, and initials), attach ied blood control to it, insert into a
Kapak envelope and seal it. The FB r should be written on the Kapak and
the analyst’s initials and date of axdQi)nation should be written across the seal.

The buccal specimen is use\af e victim’s exemplar. If present, the buccal

specimen would be the Q\ ice in order to avoid potential inhibition of PCR
by heme degradatlon

If no victim’s is present, and there are no serology negative body cavity
abs, it ma;@) essary at a later time for a supervisor to make a phone call to
E&St 0

@ The ;@\ead hair and pulled pubic hair are collected as exemplars for any
CJQ &\ croscopic hair comparisons.

WO
QP

12.

ce trace evidence examinations are not performed in the Department of
Foren5|c Biology, there is generally no need to examine the contents. However,
requests are occasionally made to use the pulled head hair for exemplar DNA
testing; generally, hair DNA testing is not performed until hair comparisons have
been made by the NYPD forensic laboratory.

The pubic hair combings are used to collect possible trace evidence from the
pubic hair of the victim.
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Since trace evidence examinations are not performed in the Department of
Forensic Biology, there is generally no need to examine the contents.

13.  The “body cavity” swabs (oral, perianal, anal, vulvar, vaginal/penile, a
cervical) are used to collect possible biological fluids from those areas; ?1/

smears are used for a sperm search.

-

Testing of body cavity swabs:

O

Visually check the swabs for the presence of biological flug %t\we swabs are

pink to reddish-brown in color, test with KM reagent; nc{ results.

Refer to the Sexual Assault Kit Processing Flow Cb@or guidance.

Stain one smear accompanying each set of ho Ity swabs using the Christmas
Tree staining procedure (refer to Christma Stain for Spermatozoa section in
the Forensic Biology Serology Manual) amined for the presence of sperm;

this search need not be exhaustive anc@) Id take no longer than five minutes
ate the number of sperm present, but the

(per smear). It is not necessary
relative amount (one sperm he merous sperm heads, etc.) may be noted.

If sperm is found on a \ake a cutting from each positive location on
relevant swabs (vulva scrotal) for amylase testing.

sted resence of amylase.

OQ Return all swabs and smears to their respective envelopes.

If no sperm is @ a smear, make a cutting from each negative location for
R A conflrm tory testing. Pertinent swabs (vulvar, penile and scrotal) must also

¥y swabs (vaginal, cervical, oral, and anal) should not be tested for
nce of amylase. Swabs labeled “perianal/anal” should not routinely

16.  The questionnaire, body diagram sheets, and instruction sheets are intended

for the use of the medical personnel. If present, make a copy only of the

guestionnaire and body diagram sheets for 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
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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 included in a kgt
present, make a note of it; leave them in the kit. No item number is assi
present. i/

18.  After kit examination is complete, the kit is now ready to be cloged? ?f‘ter the kit
is closed, the kit should be placed in a secure location \

Closing of negative Kits:

If the kit is negative for semen and amylase, and there is nb@r evidence to examine,
the case is finished. @

If a buccal specimen is present, the analyst should
labeled with the FB number, voucher number, i mber, victim name, analyst’s
initials, and date of examination. The coin e e should be placed in a Kapak

envelope and heat sealed. The FB nun@ uld be written on the Kapak and the

the swab(s) in a coin envelope

analyst’s initials and date of examinatiQn spould be written across the seal. The buccal
should be transferred to a storage l0sati

If no buccal specimen was pr the Kit, retain serology negative body cavity swabs
to be used as an exemplar. al swab is the preferable choice to be used as an
exemplar in the absen @ ue exemplar.

Each en{iedope wighin W kit should be sealed with evidence tape. The entire vouchered
kit&@ post r@ items (PM kit) kit can be placed in a secure storage location.
>

c)@e Kit | ive for semen and amylase, and there is additional evidence, a supervisor

?S

6 e whether or not the evidence needs to be signed in and examined.

Il de
%G_dq of positive Kits:

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 if so, WI)'C\%
type of DNA extraction, depends on a number of factors: location the sample was n

from, nature of the body fluid present, presence or absence of a suspect, and wh
swabs or other evidence has been submitted in the case. Refer to the Sexual e‘

Processing Flowcharts for guidance.

If semen positive, make a second cutting from one swab from each k location that is
PSA positive for differential extraction. If the location from whic abs were taken
is unknown, make a cutting of one swab from each separate pac a% to go on for
differential extraction. O

on the locations the swab was taken from (if known) ether the case has a suspect.

N\

Semen negative, amylase positive dried secreti sgm external areas should be sent to
extraction. In addition, a supervisor may nee@ ake a phone call to determine the

status of the case. QO

Body cavity swabs (oral, periana@a , vulvar, vaginal/penile, cervical)

If a swab is semen negative and amylase positive, the w on further testing depends

If sperm is found on a smear, \L&g%g from the accompanying swab can go for
extraction. If sperm is fou a perianal/anal smear, cuttings from both swabs are
combined for extractj ultiple smears are sperm positive from similar areas, it is
not necegsary to cut {ll swabs for DNA extraction. For the purposes of sending samples
onto exion, vggina*Swabs should be sent first, then cervical swabs, then vulvar

sw eref Il three swabs are sperm search positive, only send the vaginal
for extr, . Refer to the Sexual Assault Kit Processing Flowcharts for guidance.

cs)qa swallNS W SA positive, a cutting from the swab can go for extraction. If multiple
K sw PSA positive from similar areas, it is not necessary to cut all swabs for DNA
Q e on. 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 from the s \
and submit to the appropriate DNA extraction. (1/

Underwear or small items '\&

For semen positive stains, cut positive stain(s) for differential extrac%For multiple
suspects, it may be necessary to send multiple stains. Consult a SL% r.

In the event that there are amylase positive stains, the decisio&{ further testing is case
dependent. Consult a supervisor. \

If a buccal specimen is present, make a cutting for ex@dn. Following this, place the
remainder of the swab(s) in a coin envelope label M the FB number, voucher
number, item number, victim name, analyst’s inii&e] and date of examination. The coin
envelope should be placed in a Kapak envelo@ d heat sealed. The FB number should
be written on the Kapak and the analys’C)i@ s and date of examination should be

written across the seal.

The exemplar should be placed ip@eture storage location.
After cutting all positive item$¢8qch envelope within the kit should be sealed with
evidence tape and returned Qh kit. Seal the kit and return to a secure storage location.

@)
> O
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Cutalldried secretionswabs
for PSA and Amylaze testing

P3A
Positive?

Sexual Assault kit processing flow chart

Dried Secretion Swabs — Labeled as non-orifice (or unlabeled)('.LQ

Amylase Serology Report

Positive?

e

Done with items - Return
Retain (v) exemplar

From Bite
Mark or
similar?

Is therea
suspect?

Cutone PSA positive swab
from each listed location for
differential extraction™

Cutone amylase

positive swab thgleg
SEMEN negativ @
each lig catMgig

Cutone Amylase positive
swab thatis semen
negative from each

listed location for
robotic extraction for

autesomal testing *

\S A
Done withitems - Return to Kit
OO Retain (v) exemplar

J

*If multiple suspects are involved, discuss case with exam supervisor
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Sexual Assault kit processing flow chart c

Cutall dried = - .
e Dried Secretion Swabs — Labeled as

PSA and Amylase

R v

Done with items - Returnto Kit %
Serology Report
Retain (v) exemplar

\0&

P5A
Positive?

Amylase
Positive?

Cutone PSA positive

Istherea Consultwith @
swab from each suspect 2 to d::;r:lr}tf 3 -A 4 |
listed location for
differential
extraction*

OO

1
Cutone amylase positive
swah thatis semen negative one with items - ReturntoKit
from each listed location for = h
extraction forY-testing® O Retain (v) exemplar

I Process(v) exemplar OOQ

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

* Suspect must have a first and last name listed
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Sexual Assault Kit processing flow chart \c )
Stain smearand oral W >

examine for sperm

No

.| CutoneswabforPSA
it testing

SpermPositive?

PSA
Pasitive?

: - Serology Report
Retain lar

Wy

Cutonesperm Cut one PSA positive
positive swab for swab for differential
differential extraction
extraction
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Stain smear and
examine for sperm

Sexual Assault kit processing flow chart

Vulvar Swa \
N

hra

No

Sperm Positive?

Cutone swab for PSA and
amylase testing

P

Yesg

Cutone sperm
positive swab for
differential
extraction *

Testswab for
amylase

AQ

P5A
Positive?

Cutone PSA positive
swab for differential
extraction *

\

—%

\0&

Amylase
Positive 7

O

(19

O Done with items - Returnto Kit
i exemplar

]_:

Serology Report

. Retain (v)

No

Cutone amylase positive
swab thatis semen negative
for extraction for Y-testing**

negative or if case has multiple suspects.

Done with items # Suspect must have a first and last name listed

g |th|tem5 Return to Kit ]

ReturntoKit

Retain (v) exemplar

*Cut for extraction if vaginal and cervical swabs are semen

**Cut for Y-testing if no semen positive samples in the case

30 &
V

v &
QO
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Sexual Assault Kit processing flow chart

Stain smear and \
examine for sperm Penile
N

No

5 Positive? Cutone swab for PSA &
perm Positive? 7| and amylase testing \

Wgne with items - ReturntoKit
> SerologyReport
Retain (v) exemplar

PSA
Positive?

Amylase
Positive?

Cutone swab for
differential
extraction

Dy,

Testswab for - \
amylase Cutone swab for ‘ e swab for
differential extraction \( <

tic extraction

>

*

\
FC)Q 0@[ TR P ]
O\J
QO
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stain smear and
examine for sperm

SpermPasitive?

\(19

Sexual Assault Kit processing flow chart b‘

Vaginal, Cervical, P%Land Anal Swabs:

No ; Cutone of each

Yes

swab for PSA
testing

Yes

Cutone sperm
positive swab+ from
eachareafor
differential
extraction™®

Serology Report

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

+ For sperm positive unlabeled perianal/anal smears, combine a
portion of each swab for differential extraction

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 78 OF 171

Sexual Assault kit processing flow chart

Sexual Assault Kit — Underwear**

- Returnitemto
- kit

Stain
appears
reddish/
brown?

Does stain
fluoresce
orappear
biological?

Return item to kit

Does
case
warrant
amylase

Yesar Mo

AP
positive?

> Returnitemsto kit

PSA
positive?

Wy
Cut semen negative . ) .
O stain for gutosomal 3| Returnitemstolkit

testing

*If KM and PSA positive cut portion of stain

that appears least blood-soaked if possible

O **If suspect is female, consult with a
( supervisor
-
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l. Evidence examination — male suspect Kits

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

Although testing procedures are similar to sexual assault kit examination, the gog@

In addition to this manual, follow the general guidelines for note taking and dwiggnce
examination, and the guidelines for clothing examination when examini clothing

items. Q%

Use an Evidence Packaging Worksheet for initial documentatiO(J ch suspect Kit.

Use the Suspect Evidence Collection Kit Inventory and Cl Description Worksheet
(for testing of underwear or related items) forms for furt ocumentation.

*
1. Note the name of the suspect and informatj \bout when and where the kit was
collected. Ensure that the name of the u@ corresponds to the name listed on
the paperwork in the case file. é

2. Inventory kit: The LIMS will @yn an item number to each used envelope.
Affix a LIMS packaging lab®] to each envelope. The analyst must mark all
envelopes with their initi{@1 date of examination.

As prompted by the ect Evidence Collection Kit Inventory, indicate whether
each kit com[@Q sealed, unsealed, not submitted, or present but “not used”

g may reqqire ppening of the envelope).

cra@®JN is only necessary if an exemplar sample is present.

A a bu@pecimen or other exemplar sample is contained within the Kit,
o\ c% upervisor immediately to create a suspect file. Suspect file

?S c)&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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0 evidence voucher
0 evidence packaging worksheet
o0 completed kit inventory worksheet %

After creation of a suspect file, the buccal swab is cut and duplicate cut Q
extraction in accordance with laboratory guidelines.

3. Underwear or related items contained within kit: '\

If underwear or related items are in the kit, examine the@ the Clothing
Description Worksheet.

Testing of underwear or small clothing items coﬂ(@d within Kit:

Visually check underwear for any biological ” Then observe the underwear
using an alternate light source. If any fluopdeCN™y areas are observed, circle for
further testing. \

the stain with AP reagent. If th stgin is AP positive, make a small cutting for
PSA and amylase testing. INhe Stain is AP negative, make a small cutting for

amylase testing. O
If a pink to reddish-@ﬁ stain is observed on the underwear, test the stain with
KM reagent as @ AP reagent, even if the area does not appear to fluoresce
ith the aid (ﬁi} ternate light source. Regardless of KM results, the stain
Q, s to sted. If the stain is AP positive, make a small cutting for PSA
d am;%‘ﬂesting. If the stain is AP negative, make a small cutting and submit
\A he st r amylase testing. KM positive stains should be documented.
CJQ @snuatlon if the stain is AP negative and the time from the date of
K \hcurrence to the date of kit examination is more than 3 months, make a cutting of
?“ Othe stain for PSA testing to confirm negative results (for semen samples older
QO than 3 months, AP can degrade and thus testing may yield a negative AP result).

If a potentially biological or ﬂ:@g stain is observed on the underwear, test

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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At this point, be sure that any stains submitted to PSA and/or amylase testing an
KM positive stains are designated a stain number/letter. Only KM, PSA, or
amylase positive stains should be diagrammed. \

If there are no biological stains on the item(s), a diagram is not neces te a
short description of the item using a Clothing Description Worksheets‘

4, The debris envelope is used by hospital personnel to collect %\ obvious
foreign material from the victim’s body and/or the clothin

If a debris envelope was used, note the location from&h the debris was
collected, or note that the location was not given. vidence examinations
are not performed in the Department of Forensic ay.

5. The dried secretions swabs are used to co@ ossible biological fluids from
areas other than the body cavities. ThIS nclude, for example, semen from
the skin or saliva from bite marks.

If dried secretions were taken, ote e number of swabs and the location from
which the secretions were ¢ , or note that the location was not given. Each
swab must be |nd|V|duaI |zed

Testing of dried se s swabs:

jsually cheﬁ? abs for the presence of biological fluids. If the swabs are
ish to brown in color, test with KM reagent, and note the results.

‘\A Mak Qng from each of the swabs present for PSA testing. If the location
ch the dried secretions swabs were taken is known, and is not from the
, hear the mouth, anal cavity, or near the anal cavity, the swab should also

the location is unknown, make a cutting from each swab for both PSA and
O amylase testing. As every case is different, please consult with a supervisor if
Q there is something in the case description that suggests further testing is required.

6. The fingernail 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 fingernail
scrapings; discuss with a supervisor before starting any examinations of finger %
evidence. If fingernail examination has been approved, refer to Section O @
manual.

7. The chest hair combings are used to collect possible trace evidence &rtke
chest hair of the suspect.

Trace evidence examinations are not performed in the De[@\ of Forensic

Biology.
8. The oral swabs are used to collect possible biologi @ids from that area; the
smears are used for a sperm search in cases Wlth victim.

Refer to the Suspect Kit Processing Flow Q)r guidance.
For male victims:

Visually check the swabs for trg%?sence of biological fluids. If the swabs are
pink to reddish-brown in co with KM reagent; note the results.

Stain one smear acco ng each set of body cavity swabs using the Christmas
Tree staining proced@\%efer to Christmas Tree Stain for Spermatozoa section in
the Forensic B erology Manual) and examine for the presence of sperm;

is search n d e exhaustive and should take no longer than five minutes
smea not necessary to estimate the number of sperm present, but the
atlve &nt (one sperm head, numerous sperm heads, etc.) may be noted.

0

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

?3 O\br 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.

9. The pulled head hair and pulled pubic hair are collected as exemplars for any
future microscopic hair comparisons.
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10.

11.

?g
QP

12.

Trace evidence examinations are not performed in the Department of Forensic
Biology. However, requests are occasionally made to use the pulled head hair fo
exemplar DNA testing.

The facial hair combings and pubic hair combings are used to collect
trace evidence from the facial hair and pubic hair of the suspect.

Trace evidence examinations are not performed in the Departm ren5|c
Biology.

The penile and scrotal swabs are used to collect possibl Q)gical fluids from
those areas; the smears are used for a sperm search. {

Testing of penile and scrotal swabs: &

*
Visually check the swabs for the presence sJlogical fluids. If the swabs are
pink to reddish-brown in color, test with eagent; note the results.

Refer to the Suspect Kit Procesﬁj@)w Charts for guidance.
For male or female victim¥

Stain one smear acco ng each set of body cavity swabs using the Christmas
Tree staining proced@\%efer to Christmas Tree Stain for Spermatozoa section in
the Forensic B erology Manual) and examine for the presence of sperm;
is search n d e exhaustive and should take no longer than five minutes
smea not necessary to estimate the number of sperm present, but the
atlve &nt (one sperm head, numerous sperm heads, etc.) may be noted.

Is found on a smear, make a cutting from each positive location for

é se testing.

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

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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For male victims:

Visually check the swabs for the presence of biological fluids. If the swab%\

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

Stain one smear accompanying each set of body cavity swabs usin t}éﬂristmas
Tree staining procedure (refer to Christmas Tree Stain for Sperrx? a section in

the Forensic Biology Serology Manual) and examine for the ce of sperm;
& ive minutes

(per smear). It is not necessary to estimate the number O’E S present, but the

this search need not be exhaustive and should take no lon i
relative amount (one sperm head, numerous sperm he etc.) may be noted.
If no sperm is found on a smear, make a cutting fd&A testing.

>
For female victims: 6\0

In most cases, anal swabs and smears d not be tested. As every case is
different, please consult with a or if there is something in the case
description that suggests furth%lng is required.

13.  The buccal specimen is QIX the suspect’s exemplar. If present, the buccal
specimen would be th oice in order to avoid potential inhibition of PCR

by heme-degradatio ucts.
15. e questiorﬁiygody diagram sheets, and instruction sheets are intended
f e medical personnel. If present, make a copy only of the

and body diagram sheets for retention with the case record—as a

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.

17. 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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18.  If positive swabs/stains/smears were found, see below for guidelines on the %
cutting of samples for extraction. Refer to the Suspect Kit Processing Flo \
Charts for guidance. V\Q

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

Underwear QQD\

Semen positive stains should be sent for differential e&gtion.

Semen negative stains that are KM and/or amyla@ﬁtive should be sent for
robotic extraction.

Dried secretion swabs \6

PSA positive for differential exgracyion. If the location from which the swabs

If semen positive, make a cutti)@ one swab from each listed location that is
ting from one swab to go on for a differential

were taken is unknown, ma

a
extraction.
KO

If a swab is KM posQiéand semen negative, make a cutting from one swab from
each listed Ioc:ti@ at is KM positive for robotic extraction.

se positive, and semen and KM negative, refer to the Suspect

wab iga
A it Procé%g Flow Charts for guidance.
N\

*

is semen and amylase negative, refer to the Suspect Kit Processing Flow

K&)Q s for guidance.
Q If a swab is semen positive, make a cutting from each positive location for
differential extraction.

O Penile and scrotal swabs

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 for
guidance. }\%

Oral and anal swabs (I/Q

If a swab is semen positive, make a cutting from each positive locati
differential extraction

If a swab is semen negative, consult with a supervisor. QQ)

19.  After cutting all pertinent items, return all swabs and rs to their respective
envelopes. Seal all kit envelopes with evidence tam\' return to the Kit. Seal the
kit and return to a secure storage location. @

O\Q
J.  Evidence examination — female suspeck@

Although testing procedures are simj r@exual assault kit examination, the goal is
to try to find victim DNA when examinifig any suspect kit. This should be kept in
mind during examination of all it@qs within the suspect kit.

In addition to this manual, foI%@ e general guidelines for note taking and evidence
examination, and the guidel@s or clothing examination when examining any clothing

items. O
Use @ence Bq:'g{ng Worksheet for initial documentation of each suspect Kit.

L@we Susp idence Collection Kit Inventory and Clothing Description Worksheet
& testi derwear or related items) forms for further documentation.

K 1. c}&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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@*
K

v
QO

As prompted by the Suspect Evidence Collection Kit Inventory, indicate whether
each kit component is sealed, unsealed, not submitted, or present but “not used”
(this may require opening of the envelope). \%

If a buccal specimen or other exemplar sample is contained within t@

contact a supervisor immediately to create a suspect file. Suspec fNi
creation is only necessary if an exemplar sample is present.

Suspect file creation: %\

A supervisor is responsible for creating the suspect file. T&Jpervrsor must:

- Create a LIMS record and Schedule o
- Include the following paperwork |n t upon completion of kit

examination:
o 61 form (NYPD compl rt)
o original request for I ry examination forms
O evidence voucher
o evidence pac g@worksheet
o completed k@entory worksheet

After creation of a suspe the buccal swab is cut and duplicate cut for
extraction in accordan é« Iaboratory guidelines.

Underwear og).?tems contained within Kkit:
der related items are in the kit, examine them using the Clothing
escrrpq\ orksheet If stains are observed, underwear can be documented
using lagrams that are available or by a quick sketch. Photography is not

ge needed.

stinq of underwear or small clothing items contained within kit:

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.
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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 cutting for

PSA and amylase testing. If the stain is AP negative, make a small cutting for %
amylase testing. \

KM reagent and AP reagent, even if the area does not appear to fluo with the
aid of the alternate light source. Regardless of KM results, the s to be

AP tested. If the stain is AP positive, make a small cutting f @ and amylase

If a pink to reddish-brown stain is observed on the underwear, test th%i lth
d

testing. If the stain is AP negative, make a small cutting f se testing. KM
positive stains should be documented.

rom the date of

months, the analyst
confirm negative results (for
ade and thus testing may yield a

In any situation, if the stain is AP negative and the %
occurrence to the date of kit examination is more
should make a cutting of the area for PSA testi
semen samples older than 3 months, AP ¢
negative AP result). &

At this point, be sure that any stai Quomitted to PSA and/or amylase testing and
KM positive stains are designa d gstain number/letter.

If there are no biological @, on the item(s), a diagram is not necessary; write a
short description of th Q0 using a Clothing Description Worksheet.

For female vi r@Q

@all derwear for any biological stains. Additionally, observe the
nderw ng an alternate light source. If any fluorescing areas are observed,
A circle rther testing.

uorescing stain is observed on the underwear, make a small cutting for
ylase testing. Designate a stain number/letter to each fluorescing area.
O If a pink to reddish-brown stain is observed on the underwear, test the stain with
Q 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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a stain number/letter.

If there are no biological stains on the item(s), a diagram is not necessarr@ a

short description of the item using a Clothing Description Worksheet

At this point, be sure that any KM, PSA, or amylase positive stains are designate%

4. The debris envelope is used by hospital personnel to collect loogd, ious
foreign material from the victim’s body and/or the clothing.

If a debris envelope was used, note the location from whijc debris was
collected, or note that the location was not given. Tr {/idence examinations
are not performed in the Department of Forensic th' .

5. The dried secretions swabs are used to colle ible biological fluids from
areas other than the body cavities. This codWTclude semen from the skin or
saliva from bite marks, for example. &

If dried secretions were taken, nate{th® number of swabs and the location from
which the secretions were colldcted or note that the location was not given. Each
swab must be individually itqu

Refer to the Suspect m@ essing Flow Charts for guidance.

inkish ish-brown in color, test with KM reagent, and note the results.
‘\A Mak ting from each of the swabs present for PSA testing. If the location
ch the dried secretions swabs were taken is known, and is not from the

For male vic&?
@all;@d e swabs for the presence of biological fluids. If the swabs are

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 results.

Make a cutting from each of the swabs present for amylase testing. Swabs wit&%
locations from the mouth, near the mouth, anal cavity, or near the anal cavi

should not automatically go on for amylase testing. As every case is gh t,
please consult with a supervisor if there is something in the case descripiiofthat
suggests further testing is required.
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6. The fingernail scrapings (or clippings) are used to collect trace evidence from

?g
QP

the fingernails.

Trace evidence examinations are not performed in the Department of Forengi \
Biology. However, requests are occasionally made to examine the finge r%
scrapings; discuss with a supervisor before starting any examinations oNfirjgernail
evidence. If fingernail examination has been approved, refer to Secti of this
manual.

The chest hair combings are used to collect possible trac%%ce from the
chest hair of the suspect.

Trace evidence examinations are not performed in @partment of Forensic

Biology. @

*
The oral swabs are used to collect possibl@ical fluids from that area; the
smears are used for a sperm search. \

Refer to the Suspect Kit Proces&;@)w Charts for guidance.
For male victims:

Visually check the sw g(che presence of biological fluids. If the swabs are
pinkish to reddish n color, test with KM reagent; note the results.

n one smdar mpanying each set of body cavity swabs using the Christmas
staln edure (refer to Christmas Tree Stain for Spermatozoa section in

A e Fore,qQ iology Serology Manual) and examine for the presence of sperm;

SN

eed not be exhaustive and should take no longer than five minutes
ar). Itis not necessary to estimate the number of sperm present, but the

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

no sperm is found on a smear, make a cutting for PSA testing.
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 hair are collected as exemplars for any

future microscopic hair comparisons.

Trace evidence examinations are not performed in the Department of Forengi \
Biology. However, requests are occasionally made to use the pulled he r%or
exemplar DNA testing; generally, hair DNA testing is not performed uh\l ir
comparisons have been made by the NYPD forensic laboratory.

10. The facial hair combings and pubic hair combings are use \ollect possible
trace evidence from the facial hair and pubic hair of the su

Trace evidence examinations are not performed in the artment of Forensic

Biology. \

11. The vaginal and cervical swabs are used ta&f.bpossible biological fluids
from those areas; the smears are used for search.

\

Testing of vaginal and cervical swak@

Visually check the swabs for t?{p'?sence of biological fluids. If the swabs are
pinkish to reddish-brown in'gglof; test with KM reagent; note the results.

Refer to the Suspect m’@gessing Flow Charts for guidance.

For male victéo

edraccompanying each set of body cavity swabs using the Christmas
jrm rocedure (refer to Christmas Tree Stain for Spermatozoa section in
ic Biology Serology Manual) and examine for the presence of sperm;
h need not be exhaustive and should take no longer than five minutes

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

For female victims:
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12.

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 something in
the case description that suggests further testing is required. '\%

The anal swabs are used to collect possible biological fluids from those‘ami/ he

smears are used for a sperm search. \

Visually check the swabs for the presence of biological flyg %t e swabs are
pinkish to reddish-brown in color, test with KM reagent; n he results.

For male victims:

Stain one smear accompanying each set of body cavity sw Qing the Christmas Tree

staining procedure (refer to Christmas Tree Stain ermatozoa section in the
Forensic Biology Serology Manual) and exami I the presence of sperm; this
search need not be exhaustive and should longer than five minutes (per
smear). It is not necessary to estimate t ber of sperm present, but the
relative amount (one sperm head, nu sperm heads, etc.) may be noted.

If no sperm is found on a smeaﬂ@a cutting for PSA testing.

For female victims: \

In most cases, anal swﬁ%@ smears should not be tested. As every case is
ith a supervisor if there is something in the case

different, please con@&
description th sn@ ts further testing is required.

buccal sp&efmen is used as the suspect’s exemplar. If present, the buccal
ecime, Id be the first choice in order to avoid potential inhibition of PCR
by he gradation products.

ﬁestionnaire, body diagram sheets, and instruction sheets are intended

N

the use of the medical personnel. If present, make a copy only of the
guestionnaire and body diagram sheets for 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.

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 appropr}
swabs or stains as necessary. Refer to the Suspect Kit Processing Flg s for
guidance.

If positive swabs/stains/smears were found, see below for gu@a@q&s on the
cutting of samples for extraction. Q

Refer to the Suspect Kit Processing Flow Charts for ce.

Underwear (‘b\
*
Semen positive stains should be sent for di ial extraction.
Amylase positive, semen negative stains& d be sent for other extraction.
If a stain is KM positive, consu @l supervisor.
If a stain is semen and amyl&n ative, consult with a supervisor.

Dried secretion swab\&o

If semen positi e@ a second cutting from one swab from each listed
Ecation that(s Pa positive for differential extraction. If the location from
h thegwa

ere taken is unknown, make a cutting from one swab to go on

dif ial extraction.
‘\A@)ra |€§ al extraction

v O

O

O

If is KM positive and semen negative, make a cutting from one swab from

CJQ 6 listed location that 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 the
mouth, anal cavity, or near the anal cavity. Consult a supervisor to determine i
dried secretion from these locations should go on for extraction prior to kitQ

closing. \(1/

Vaginal and cervical swabs b‘

If a swab is semen positive, make a second cutting from each@or sperm
positive swab for differential extraction. Q

If a swab is KM positive, consult with a supervisor é
If a swab is semen negative, consult with a super@.’

>
Oral and anal swabs 6\0

If a swab is semen positive, make a Cl@Sfrom positive location for differential

extraction.
If a swab is semen negative; oge[ with a supervisor

19.  After cutting all perti@%& return all swabs and smears to their respective

envelopes. Seal all

kit and return &‘a’@ re storage location.

O
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Suspect kit processing flow charts

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
10-1-2014

APPROVING AUTHORITY
QUALITY ASSURANCE MANAGER

PAGE
97 0OF 171

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
10-1-2014

APPROVING AUTHORITY
QUALITY ASSURANCE MANAGER

PAGE
98 OF 171

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
10-1-2014

APPROVING AUTHORITY
QUALITY ASSURANCE MANAGER

PAGE
99 0OF 171

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 100 OF 171

Consult 3 suparvisor
andthe case ecenario
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K.  Evidence examination — non post-mortem exemplars

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

. >
True exemplars: \
™

An exemplar must have documentation stating that it is in fact from the nnamed. A
“true exemplar,” such as a blood sample or an oral swab, will includ@erwerk from the
MLI who obtained the sample, paperwork from the NYPD (incluc@ oucher and
sometimes a signed consent form), or paperwork from the DAOK

Use the General Packaging Worksheet for initial docum(a%@of each item.

1. For a blood sample, follow the bloodstain ration section of the Serology
Manual. Cut a portion of the dried bloods rd for exemplar extraction, using
the initials of the individual in the shog& e name.

2. For an oral swab, document the r@ using the General Packaging and Swab
Exam Worksheets. Cut appro@ly Y4 of the swab for exemplar extraction,
using the initials of the indiMJa In the short sample name.

3. Retain the victim exe &s from sexual assaults. Place the swab(s) in a coin
envelope labeled wi e FB number, voucher number, item number, victim
name, analyst’ r@ , and date of examination. The coin envelope should be

cedina K@envelope and heat sealed. The FB number should be written on
apakswrg e analyst’s initials and date of examination should be written
ross tlﬁe . Place the exemplar in a secure storage location and return the
\ empt aging to the EU. For blood samples, retain the stain card and clean
CJQ tha{emPty tubes with 10% bleach and return them along with the packaging to the

nce Unit
@)

&Jdo-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 collected
from an unrelated incident (e.g., bloody clothes from a suspect who was a victim of a %

assault). Q

1. Use the General Packaging Worksheet for initial documentation of e&em.

2. For a cigarette butt “pseudo-exemplar,” document the sampl \g a Cigarette
Butt Examination Worksheet. Cut a piece of the filter and@ ortion for
pseudo-exemplar extraction.

3. If an item (such as cup or bottle) is submitted, use neral Item Examination
Worksheet for documentation. Use a cotton-tipp
water to swab the surface of contact. Briefly he swab to dry and then cut a
portion of the swab for pseudo-exemplar \a tion. Amylase testing is not
necessary for pseudo-exemplars. \

4, For other items submitted as psgud@Ex&mplars, cut or swab the item as
appropriate. It may be necessafy tgconsult with a supervisor to determine the

best approach. \
5. Remember to deS|gna les taken from pseudo-exemplars using an
appropriate LIMS s |nd|cate that it is not a true exemplar. For example:
“ AM?” for bo ups or “_CB” for cigarette butts. For short sample
scrlptlon i clu he item type and initials of the person providing the pseudo
@ plar mple: “btIRB” for a bottle or “cigRB” for a cigarette bultt.
L. Qﬁence e@naﬂon —condom
C) ondo often submitted to the Forensic Biology laboratory for examination.
K Fol general guidelines for note taking and evidence examination when examining

v

(@
QJse 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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2. If applicable, any stains must be documented by diagrams and/or photography.

directionality of the stain pattern. Each photograph must have a ruler visible i
the frame, either a plain straight ruler or an x, y axis ruler.

3. Note whether fluids are present (liquid or dried). If the condom is fo n@m wet
when opened, the item should be allowed to air dry after samples are§‘ Th
item should not be heated or exposed to direct sunlight. If the |t become
foul smelling, allow it to dry in the hood with the fan runnln

Note the location of the stain, size, heaviness (surface smear, etc.), and any c

than two swabs for each surface. Since it usually can’s0& conclusively

4. Separately swab both the “inside” and “outside” of the c n%, using no more
determined which surface is which, use quotes to d@the “inside” and

“outside.”
*
5. Test both sets of swabs for the presence of , semen, and/or amylase as
needed. Since the presence of a victim’ on a condom can often be

important, it may be necessary to perf@ NA testing on a sample from a
condom even if no blood, sem@@wlase is detected. Consult a supervisor if
needed.

6. Do not sample a condo Q tting a portion of the condom.

M. Evidence Examl QProducts of Conception

The t oductgf co ceptlon (POC) refers to either an embryo (up to the formation of
org the fi eeks of gestation) or a fetus (up to approximately 30 millimeters
elghs mately 4 grams).

he p gi is a temporary organ of pregnancy. Anatomically, the placenta has two
par dua (D), genetically identical to the mother, and chorionic villi (CV),
v ically identical to the POC. Decidua appears as a compact tissue, while chorionic
look more incoherent and loose. Morphological differentiation between D and CV
an be made by observation:

e By naked eye (Figure 1a and 1b)

e Using stereo-microscopy (Figure 2a and 2b),

e Using light microscopy of formalin fixed, paraffin embedded, and stained tissue
(Figure 3a and 3b).
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It is possible for tissues of POCs to lack uniformity, be of different gestational ages, or b
differently preserved. Therefore, besides general guidelines for evidence examination %
examination of POCs requires that some specific scenarios be taken into considera \

Follow the general guidelines for note taking and evidence examination whe é{ajbﬂing
POC. Use a Product of Conception (POC) Packaging and Exam Worksheet& itial

documentation of each POC item. '\

1. Describe the general condition of the item (full embryo/fe%%ments,
unrecognizable tissue parts, etc.).

2. Take one overview photograph of each item. Each @graph must have a ruler
visible in the frame, either a plain straight ruler o .y axis ruler.
*
3. Weigh each item and document the tissue

4. Determine if the POC is more or less @ 4 weeks of gestational age (weight of >

500g is considered > 24 weeks &é@ fonal age).

5. Sampling of the item depentg onthe general condition of the item.

a. If the POC is {onlogically well defined, take a sample from it for DNA
typing; the s should be approximately 3x3x3 mm in size.

If the @?Q<24 weeks of gestational age and/or it is not morphologically
well defified, rinse it several times in dH,O using Petri dish and observe it

@ der MIDEO stereo microscope (following Protocol for Forensic
‘\A Mochondrial DNA Analysis, Section 4: MIDEO Macro/Microscopic
& igital Imaging System, page 1-3).

0 Referring to Figure 2a and 2b for guidance, take a chorionic villi sample
O for DNA typing; the sample should be approximately 3x3x3 mm in size.

sample as well.

QO If an exemplar from the mother/victim is not available, take a decidua

C. If the POC is <24 weeks of gestational age, and/or it is not
morphologically well defined, and/or morphological 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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Q@

different regions and put them in separate embedding cassettes (Figure 4)

for histological examination. c

Figure 4 \(1/
Tissue Embedding Cassettei\b‘

P

Each sample should be approximately 10x 31 in size. Close each

cassette and label with a pencil. Submer assettes in a prepared jar
of formaldehyde. Cassettes, formalde nd jars will be pre-provided
by Histology Department. \

, Submit them to Department of
Histology for further paraffj edding, cutting, slide mounting and
staining procedure. If needg¥ask for consultation with a pathologist.
Once the samples haye evaluated, follow the section of the Laser
Microdissection pr, %re from Forensic Biology Protocol for STR

Analysis (In$ : DNA Extraction). Make sure that the chain of
uled.

After collection of all pieces i

custody is maa

If the >24 weeks of gestational age, retain a sample for further
testingsform OCME ldentification Unit and keep the POC in a freezer,

y packed, until a permit for city burial is obtained by OCME
ification Unit. Return the empty packaging to the OCME Evidence

KOQ Qﬁ samples for DNA extraction on an Exemplar test batch, using the
0

tation “D” for decidual tissue and ACVe for chorionic villi as appropriate.

Q. 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 is female | - Return the empty packaging to the OCME EU
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Testing outcome

Procedure
y 4

No mother/victim exemplar, and
DNA profile of the POC is male

- Retain a sample of POC for further testing; '{"
- Dispose the remainder of POC in the red
trash (If the POC is >24 weeks old, f ep
5d);
- Return the empty packaging to the E EU

No mother/victim exemplar and
DNA profile of the POC is a
mixture

- Repeat testing (See Step 5 a%gz

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 of
- Dispose the rem
trash (If the P

or further testing;
of POC in the red waste
>24 weeks old, follow step

There is a mother/victim exemplar
and DNA profile of the POC is a
deducible mixture

5d); *
- Return@pty packaging to the OCME EU
- Ret ample of POC for further testing;
@se the remainder of POC in the red waste
(If the POC is >24 weeks old, follow step

' Return the empty packaging to the OCME EU

There is a mother/victim ex ﬁar'
and DNA profile of the P an
undeducible mixture~

- Repeat testing, following Step 5a or 5b

O VY

A or the #&tdsn of empty packaging, bleach each container in which POC have

&

QO

& itted using 10% bleach prior to return to the Evidence Unit.
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~
|

F

Figure 1a: CV by naked eye O Figure 1b: CV by naked eye - detail

Figure 2b:
Ste @» icroscopic (MIDEQ) image of Stereo-microscopic (MIDEO) image of
choridhic villi. Decidua.
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Figure 3a: Figure 3b:
Microscopic image of formalin fixed, paraffin ~ Microscopic im @ ormalin fixed, paraffin
embedded and routinely stained decidua embedded an mely stained chorionic villi
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N. Evidence Examination — Touched Items

Held or touched items may be expected to yield low amounts of DNA. These items '\6
should be swabbed or scraped according to the protocols described below.

1. Documentation \(1/

Record the Evidence Packaging as the initial documentation of e%?\tem

a. Follow the evidence exam guidelines for proper d@aﬂon of all
items and samples taken. For further cIarificatier low.

i. Note the general appearance of the item? xample, note the color,
the dimensions, and whether the item ared to be dirty or possibly
treated with latent print developersudh as fingerprint powders or
cyano-acrylate (fuming) etc. §

ii. Note the specific area being ed and/or any stains observed.
Include the dimensions of fhe)stain or area.

a) If anareais reddi n, KM test the area if appropriate. For a
very small area,@bult a supervisor.
b. Determine the ar he item to be swabbed separately if necessary.
Describe the S assignment in detail in the notes. Examples follow:
e used to bind a victim, multiple samples may be taken
ending upon the circumstances of the case and the item. These
6 m es may include the ends of the non- sticky side of the tape, the
s 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

K barrel of the bat which may have the victim’s and/or the handler’s
; O DNA, and the handle of the bat.

QO

2. Swabbing a touched item using SDS swabs

iii. Each of the sections will be initially treated as separate samples.

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. c

b. Do not open the swab tube until you are ready to swab the item. Q'\

C. Clean a set of tweezers with 10% bleach, and 70% ETOH.

d. With a tube opener or lint-free wipe, open the tube and r M%e swab
with tweezers. \

e. Dip a portion of the swab into the swabbing solutjo .01% SDS). Do not
saturate, rather moisten, the swab. If too muc S solution is used,
DNA may be left behind on the item. \

f. Swab the target area by folding or ba@&swab up with the tweezers.

g.

& @b
S
QO

K.

Thoroughly swab the target areaagh entle pressure making sure to leave
as little of the swabbing solutl ind as possible.

NOTE: Multiple swat{? e used for a single area, as necessary.
Document f multiple swabs and note the area which was
swabbe submit as many swabs in a single tube as may be
eﬁecb&/ overed by digestion buffer (approximately 200pl) at

the tion stage. (The samples divided into separate
@a ion tubes may then be recombined into one extract in a
@ ocon step.)

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).
Place the swab(s) into the extraction tube(s).

When swabbing more than one item from a case use a fresh tube of
swabbing solution for each item.

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. c
b. Cut the exterior layer of cotton or surface of the swab that appears tg=Rav

come in contact with the evidence. Make a cutting of one third

swab as normal. Then, starting from the area of the initial cu Q&il

outer layer of the swab. Cut in circular pattern, essentially li hat top
layer off the stick with the scissors. Take care not to cut ooden stick.

Repackage the evidence and return to a secure storage location. QQ)

O. Evidence examination — Fingernail Scrapings (orééppings)

N

Fingernail scrapings or clippings would be examined u d@ne request of the NYPD or
law office and approval by a supervisor. Generally, ’i@haﬂon that indicates a struggle

between the victim and the suspect must be provi order to approve this testing.
Use the Evidence Packaging Worksheet for 'I documentation, where applicable. In
many cases, this may have been compl o®ing the original examination of the sexual
assault kit or post-mortem Kkit.

Note: Fingernail scrapings and { ngs are to be sub-itemized by how they were
received. Most often, they areﬁqﬁ'a ly separated by the right hand (containing scrapings
or clippings or both) and th&l and (containing scrapings or clippings or both). For
example, if the finger i@e item 1.4, they should be sub-itemized as items 1.4.1 (right
hand) arg 1.4.2 (Ieft@). Individual scraping dowels and fingernails must then be sub-
itemi@ﬁin befgre examination.
’\A Fore %, if the fingernail packaging from a sexual assault kit contains all
C\JQ p@@crapings and clippings, the items should be listed as:
K OQl fingernail scrapings/clippings (itemized below)

v 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 fingernail clipping

1.4.1.3 left hand fingernail clipping %
1.4.1.4 left hand fingernail clipping \

1.4.1.5 left hand fingernail clipping (I/Q
b

1.4.1.6 left hand fingernail clipping

In cases where the right and left hands are packaged separately, one lev Ibf\?‘
itemization will suffice. For example: \

2 right hand fingernail scrapings/clippings (itemized bel ®
2.1 right hand fingernail scrapings {

2.2 right hand fingernail clipping \O
2.3 right hand fingernail clipping
2.4 right hand fingernail clipping  «
2.5 right hand fingernail clipping \
2.6 right hand fingernail clippin
3 right hand fingernail scrapings/clip itemized below)

3.1 right hand fingernail gs
3.2 right hand fingerna@pmg

3.3 right hand fingenii: pping
3.4 right hand fin @ clipping
3.5 right hand % ail clipping
3.6 right han@n ernail clipping

1. Fingail scrap@)o

&®omple s%eneral Items Worksheet for the submitted fingernail scrapings. If
N\

gether, multiple scraping dowels can be examined at the same time
led separately). If fingernail scrapings were received and previously

. Cuta ~¥% 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 c

a. Complete a Nail Examination Worksheet for each item. If packaged togeth
multiple fingernails can be examined at the same time (but sampled sep % If
broken, pieces of fingernails should be treated as separate samples (the;{;[w
more than 10 samples).

be

b. Fingernails must be photographed since they will not be retu %ﬂeir
packaging. Fingernails can be grouped by hand for a phot photograph as
described in the general guidelines of this manual.

c. Examine the fingernails under the stereoscope. Item@y discovered skin or
debris that can be separated from the fingernail a@ dditional sample.
*
d. KM test as needed. If a blood stain is susp collect the entire stain with a
sterile swab moistened with water. Use aﬁﬂ piece of that swab for presumptive
testing. If KM positive, consume the r@i der of the collected sample for robotic

extraction.

Note: With the exception of hamicjdes, a KM positive sample is sufficient for the
first round of testing. (For p& rtem samples, it is more likely that a KM
positive is a result of the p(eSghce of victim, rather than foreign, blood.)

e. Cut longer fingernaié}nalf; large samples may hinder the extraction process.
Add the appro i@_FN" suffix to all collected samples and submit for manual
Wgernail ex@ .

itting fingernails for extraction, the Evidence Item (fingernail) is

O mortem storage unit.
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THIS PAGE INTENTIONALLY LEFT BLAN Q

O
>

Q&
_... Ga‘b\
evision History: CJ

February 9, 2010 — Initial version of procedure.

May 21, 2010 — Added Section C.16 and C.17 to clgrify licy for unattended evidence.

September 27, 2010 — Revised procedures on negatNts with additional evidence to be examined (Page 21).

January 6, 2011 — 1) Sperm searches of the slide; al assault kits (SAK) will not be regularly performed. Instead,
samples associated with these slides wi C d sent for further testing; exemplars will remain in the SAK until it is
ready to be closed. All flow charts h updated. 2) Page 21: Clarified process on additional evidence associated
with SAK’s — supervisors will deterﬂ% there is a need to be signed in and examined.

January 30, 2012 — “Positive” serolog @’\ oMts will no longer be written for sexual assault kits. All SAK processing flow
charts are yodated to reflectfthis. geitionally, suspect kit processing workflow is modified (pgs 36-37, 47-48).

June 9, 2012 - &n searches o glides in sexual assault kits (SAK) will be a normal part of the workflow. All
applical charts h¥¢e been updated.

June 15;%@Addition6 cations, in conjunction to the changes made on June 9, 2012, were made to Pages 19, 27,

WR01I2 — Ref e@o LIMS is added. This includes how to take notes and how to document evidence received.
er17, 2 —Wevisions made to Sections H13, H20, 15, J5, J11, and J17 to remove the requirement to perform

ylase t n true body cavity swabs from sexual assault kits.
K 114, 2018 ence removed from procedure from Page 18 to be consistent with subsequent sections and flowcharts.
; ?\ This@en

e should have been removed in conjunction with the 9/17/2012 revision.
3 — Sexual assault kit processing flow chart for VVaginal, Cervical, Perianal/Anal, Anal Swabs revised (Page
P63) to reflect the practice of combining unlabeled perianal/anal swabs for differential extraction.

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

If it becomes necessary for an additional report to be authored by a criminal

author the previous case report, nor were they the prior Technical Revie
CASE RECORDS REVIEW-PREVIOUSLY REPORTED RESULTS
and placed in the case file by the author of the additional report. O

A

General guidelines

1. Overly technical terminology or misle
conclusions in each report must be

2. A report should be written ndCb)ﬂitted to a supervisor for review no later than
seven days after the last a@

should strive to comple

xS
o
N

analytical work is n@we case returns to the analyst.

3. Each reviewe®®iocument the completion of the technical and administrative
iews.

€

4 Cona

must include the following:

List of evidence received

&
‘Q\ Case identifiers
O \i§° i

Description

of the methodology

Loci tested and/or Amplification Test Kit used
Results and conclusions

Report date

Disposition of evidence
Signature and title of person accepting responsibility for the content of the

report

r

O

Case reports bring together all of the analytical results and conclusions found in the ¢ s@l@
Reports must be clear and accurate, and avoid overly technical terminology and mis %
statements.

%o did not
e case, the

ust be completed

Statements must be avoided. The
ted by the analytical data.

jcal results are available. Each supervisory level
technical review within seven days; if additional

An interpretive statement, either quantitative (statistics) or qualitative

J. Appendix containing explanatory statements and definitions of terms.
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AND CONCLUSIONS, EVIDENCE RECEIVED, DISPOSITION, signature

These requirements are met in the sections of the report: top block, RESULTS c
block, and APPENDIX. '\

Serology or additional reports may not require all of the above. \(1/

N
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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 and save %
valuable time by eliminating the need to write the same sentences repea

There are different template reports depending on case type and testi&r ormed
(Serology, DNA, suspect, missing persons, etc.); make sure tt%\{rect template is
used for the type of case analyzed. Pre-written statemer{gmot cover every

possible case scenario and should be modified as n&@ry for accuracy.

B.  Evidence reports versus suspect (exempl&’%orts

1. The DNA typing of evidence is often leted long before a suspect is
identified or an exemplar is provid an identified suspect. Sometimes,
more than one suspect is devel a case, such as when the initial suspect has
been eliminated (especially vit tern cases). It is also possible for a suspect
whose blood was collecte ne investigation to end up linked to a totally
different case. For th ons, an evidence report stands alone, without
inclusion of any sus% A typing results.

he evidence@@lescribes the examination of any evidence that was
itted, D ping results from the evidence and victim(s), and the statistical
emen he DNA typing results of the evidence.

\Q\ Th?%nce report may have the name, arrest number and/or NYSID (New York

entification) number of an identified suspect in the top block of the report.

?S 2. OQan evidence case is linked to another evidence case or pattern, the link between
O the cases is 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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5.

case, the precinct and complaint number information can be included; if linked to

a pattern, the information may be left out. c
a. Where a suspect sample is being compared to DNA profiles in multj
cases, each suspect report (suspect to case 1, suspect to case 2, etgs Id

burglary and a sexual assault) or reporting comparisons from ent test
types (e.g., Identifiler 28 cycles vs. Identifiler 31 cycles KN somal vs.

mitochondrial). Q)

b. If the multiple cases are part of a “normal” patterp, gle suspect report
will address the matching cases simultaneousl&st all cases where
comparisons are being made (case number,;’ , complainant, and/or

be able to stand on its own if the cases are of vastly different @; ,a

entity names, and all report dates or LIM rt IDs) and include the
pattern designation if known. . \Q

A table of DNA results may be includedﬂ suspect case record as needed.
This table includes the DNA profile 0@ uspect along with the relevant DNA
typing results from the linked p Q cases. Generally, the table will include
deconvoluted mixtures (mixtur@r/? e deconvoluted profile) and single-source
samples matching the suspe on-deconvoluted profile that the suspect is
positively associated Wi%@ not need to be in the table, as the data will be

S

displayed on the table T report. If the evidence results are clean types,
the DNA profile of tim(s) may not be necessary.

idence rep@% conclusions should be completed by the analyst before a
%ect cogapartson report is completed. Careful case management is required

ensu the suspect report contains an accurate report identifier
PORT ID, if applicable, or report date) for the evidentiary case
which comparisons were made.

6. C}Da suspect is excluded from a particular case or case(s) the suspect report is

issued as described in Step 5, above. For high priority suspect cases, a suspect
exclusion should be conveyed by a Criminalist IV or above to the NYPD or
District 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 generally be done on all items. Independent o
the detection of a match, the ensuing single-source result scenarios are resolve&

follows:

SINGLE-SOURCE RESULTS

Scenario

Comparison and Reporting

N

Items generate one DNA

Compare the DNA profile to

LINKAGE and directly to any <b
case(s) specifically indicatedﬁ

\

1 orofile Issue report clearly stat t
DNA profile was obt
from a pseudo-gx
Request oral ¢ in report.
Compar A profiles to No
LI and directly to any
cag@pecifically indicated.
Items generate two or \e report clearly stating that
2 more different DNA %.t e DNA profiles were
profiles Q obtained from pseudo-
O exemplars and the types were
6 C) not consistent with each other.
(s\\' Request oral swab in report.
\ Not Ed sam Depending on the results of the | Follow
ples D L
It: one or samples yleldl_ng a result, Scenario 1
KO 3 arest, follow Scenario 1 or 2 above. | or 2 above.
of the samples are
egative. Request oral swab in report.
None of the samples Issue a negative report. N/A

yielded a result; all
samples are negative.

vl
q4

Request oral swab in report
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The detection of a mixed DNA profile in a pseudo-exemplar clearly raises
concerns about the validity of the association of the individual to the item
submitted as the pseudo-exemplar. It is possible that the individual is a source %
some component of the mixture or perhaps is not the source of any part of ,\
mixture. Because of these possibilities, such results will not be the basi

comparisons. Therefore, if a mixture was detected on a pseudo-exerqpl
report the mixtures as “not suitable for comparison.” Additio a%‘
an oral swab in report. K

When reporting results on pseudo-exemplars it should be (@m the report
that the result was not from a buccal- or blood-sample. ;e ing on the results

quest

obtained, there may need to be additional statements mixtures. Inall
pseudo-exemplar reports, a request for a true exem ral swab) must be made.
See the template report for the wording to addres@e e situations.
*
9. For a kinship (paternity, maternity, etc.) c \ ingle report is generated using

the paternity report template. Both FB n\ rs are used on the report and a copy
of the report is kept with each case rec@.

C. Additional and Amended R€ gg
1. If an additional report?éenerated, this will be noted immediately prior to the

RESULTS A&) CLUSIONS section using the following standard
&ment.
CJQ 0&\DDITIONAL REPORT

?S 0 This is an additional report. For previous examinations, evidence submitted,
O and disposition, see report(s) dated (insert date or dates of all prior reports).

: In instances where additional reports are generated, the analyst who worked on
that portion of the case will sign the most recent report. The RESULTS AND

CONCLUSIONS section generally discusses only the new analyses. If the new
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data includes additional genetic testing, the report may be cumulative, including

the new genetic testing results plus the genetic testing results from past reports'\%

2. If an amended (corrected) report is generated, this will be noted immSi}ngprior

to the RESULTS AND CONCLUSIONS section using the follo\mtandard

statement: Q
&

AMENDED REPORT @

*
This is an amended version of the repo@(insert date of original report).
An additional sentence describing th( re of the correction must be

included.

In instances where amended re ortga generated, the original reporting analyst
will sign the most recent rep{t. e entire report, including the amendment, is

generated.
O
Top block Q

Each repgrt will be 0@ ost current version of the department letterhead and will have
spﬂ@dentif}@nformaﬂon in the top block. Not all of the following are available for
>

@h case nformation may vary depending on the case type and/or whether the case

Ois a@bD submitted case.

QO Report date indicating the date the final report was generated
b
C
d
e
f

Name of deceased, victim, complainant, or entity
FBio case number

ME (Medical Examiner) number

Physician that conducted the autopsy and autopsy date
Name of suspect
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g. Arrest number and/or NYSID number of suspect

h. Precinct of incident

I. NYPD complaint number 6
J. Start date Q'\
Results and Conclusions &

The Results and Conclusions section contains a summary of res \qd/or
conclusions and the interpretive statement (quantitative or qu e) that
provides weight to any associations made. K

Before writing results and conclusions, ask yourself “WH)@)ES THE READER
OF THE REPORT NEED TO KNOW?” Then write l@st clear statements answering

those questions. 0\0

The template reports contain many pre-written chs to guide the explanations and
interpretation of results.

The first part of Results and Conclusm@ould be a brief synopsis of the analytical
results; it should answer the questids that were posed by the submission of the physical
evidence, such as: Is there bloo Id it be the victim's? Are there samples foreign to
the victim? Is there semen? \ét e DNA profile of the semen donor determined? Are
there any other body quids’.Q

The syn®ysis should @?contain information, where applicable, regarding database
comp, or sigabilTty of entry of profiles into DNA databases.

A P%&)ciations of evidentiary or suspect DNA profiles to DNA profiles in

C\JQ abases are reported in the applicable case report.

2. gative results on database searches of evidentiary or suspect profiles should be
O eported in a case report only in the following circumstances:
The search is a one-time event and the evidentiary or suspect DNA profile
Q will not be entered into the local databases, and/or
A suspect sample was submitted specifically for comparison to local DNA
databases.

3. Case reports must identify the DNA profiles that are suitable for entry into DNA
databases, and which level of database/CODIS the profile will ultimately reside.
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Other things to consider:

results is sufficient:

"o

1. For the majority of the DNA cases, the following manner of reporting sep@al

2D

a. Testing indicates the presence of human blood on the kn
b. Semen was found on the vaginal swab. QQ)
d. Amylase was found on all three cigarette butts&wd in the “living room.”
e. No blood was found on the pants or shoe@h from the “suspect.”
f. The standard forensic paternity cor@ ns.
2. DNA results are dealt with in the RE AND CONCLUSIONS section as

well, for example:

a.

List samples that do Sﬁd enough DNA for typing.

the samples not be typed:

The following z‘%ﬁoQ(s) had an insufficient amount of DNA; therefore,

List s@ where typing was attempted with no alleles detected.

R NA typing was attempted on the following sample(s), but no alleles
e detected. Therefore, no conclusion can be drawn regarding the DNA
ofile of the blood / semen donor:

List samples that were extracted but not typed (such as multiple samples
from a single item).

The following sample(s) were extracted but PCR DNA typing was not
performed:

List samples with no foreign DNA (intimate samples such as body swabs,
underwear, etc.).
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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. '\c )

3. Complicated or unusual cases involving mixtures of body fluids, multipl Q
contributors, etc. can be difficult to write. The template reports are a %
start, and many valuable insights can be gained by reading previous r§g S
covering similar cases. It is a good idea for each analyst to mai file of
copies of his or her complicated reports for future reference. q’e\

4. Clearly differentiate between similar items so that there i monfusion regarding
which test results and conclusions apply to which ite (For example, for items
can be differentiated by color or other descriptions.s{'b

a. Human blood was found on the bluessR{rt\NTo blood was found on the
green shirt.

b. Human blood was found on th@ples from the “doorway” and “hall.”

5. Avoid the exclusive use of ite@w ers, since that forces the reader to look
elsewhere to find out what m{el described. However, item numbers may be

used in conjunction with @\ m descriptions. Notations used by the collecting
officer to identify sa ay be useful to differentiate between many items.
6. If items were@ﬁfrom an object, location or person, it is useful to put that
th

iformation i mmary. Quotation marks may be used to indicate wording
has bzén ed EXACTLY as it is written elsewhere, including any

Isspellj
. A@ P
c\)Q\ a&uman blood was found on the sample taken from the “bedroom door.”

r abbreviations:

?S c}b Human blood was found on the shirt taken from “the defendant.”

If there is conflicting information in the voucher, request for laboratory
examination, and/or crime scene report, it may be impossible to determine which
is correct; in that case, do not include any information.

7. Trace evidence (hairs, fibers, etc.) collected while examining evidence should be
mentioned in the summary:
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a. Hairs and/or fibers were collected from the shirt. They were packaged

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. Q

8. All items submitted must be mentioned in the report. If nothing of e&tlary
interest was found on an item:

a. No blood was found on the shirt or pants. GQD\

b. No semen was found on the vaginal swabs, orgqabs, or anal swabs from

the victim. \

9. Items should be mentioned even if they were Q&mined. If necessary, the
reason for not examining may be mention

a. The “clothes from victim” Wer@s examined.

b. The shirt was received et oldy, and/or foul smelling, making it
unsuitable for DNA

C. The knife was iéegmmed pending fingerprint examinations.

10. Quantitative (s t statements are often part of the summary. They are
Iculated fo ve samples when:

A@ @emple is apparently unmixed.
*

one component is known (i.e. when epithelial cells are present in the

c\)Q\ 4, z‘he sample appears to be a mixture of two components and the source of

0 sperm cell fraction).

O C. If there is a large difference in peak heights between the major and minor
Q components and the genotype of the major component is easily inferred.

d. Statistics are not calculated for expected inclusions such as epithelial cells

from a swab giving a profile consistent with the donor of the swab.
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11.  After a summary is written, review it carefully. Does it answer all of the
questions? Is it clear? Are all submitted items accounted for? c

F.  Examinations b‘

The examinations section contains a description of the methodology% e loci tested.
This section does not appear in case reports with an “Appendi ion that
contains equivalent information. K

he correct explanatory
anatory statements consist
S in the case, deleting any

Standard explanatory statements are in the template report
statement for the type of genetic markers you used. The

of several paragraphs; choose those that apply to the
paragraphs or loci that don’t apply. N\

The explanatory statement can be further m (@S to reflect the analyses performed in a
specific case, if necessary. C)é

G. Evidence received \

autopsy. The post-mort s from autopsy are given PM numbers to differentiate

This section lists all ewdenué ved whether from a submitting agency or from an
them from other evid

AII it ned iMo the case, whether or not they were examined, are listed in the
CE RE@I ED section.

@he Evi e Recelved section should list the item number, voucher number, date
I‘ECEIV% d description of each item. If items were removed from an object, location or

?\ pers Is useful to put that information in the description. Use quotation marks to
i e an exact copy of information written elsewhere.

Q ITEM VOUCHER DATE REC’D DESCRIPTION
E111111 4/15/99 sample from "bedroom door"
1 E222222 4/21/99 shirt from "suspect"
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. '\%

ITEM VOUCHER DATE REC’D DESCRIPTION (L

1.1-1.3 E111111 4/15/99 three cigarette butts

On the voucher, the cigarette butts were identified as "item 1" BQ openlng the
package, there were three; they were given the identifiers @5 and 1.3.

3. List submitted items that weren't included on the vouch‘

ITEM VOUCHER DATE REC’D ’@CRIPTION
1.1-1.2 E111111 4/15/99 o Q shoes
2.1-2.2 " two socks (not listed on voucher)

4, If upon opening the items it was disc that the description on the voucher
was incorrect (for example, a ta s submitted, but the voucher says "T-
shirt"), put the correct descriptipn ig'the EVIDENCE RECEIVED section.

5. List missing items (listed voucher, but not present upon opening the
packaging for examinagi

ITEM VOU& DATE REC’D DESCRIPTION
12 @11 4/15/99 shoes
2 \ ' socks (not received)

B\A List i ubmitted to the laboratory, but not examined. The item description
C\JQ e copied from the voucher and listed in quotation marks.

E Q 1 1-1.2 E111111 4/15/99 “shoes”

VOUCHER DATE REC’D DESCRIPTION
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H.  Disposition

This section describes what has happened to the exemplars, vouchered evidence, post1\6
mortem evidence, and samples removed from the evidence.

1. Always keep victim exemplar from a sexual assault kit. If no buccal sa \(vl!
submitted in a sexual assault Kit, keep the saliva sample or other s i%‘ tem,
such as an orifice swab negative for p30. K

- An oral swab from John Smith will be retained in@%oratory
2. All sexual assault kit items from post-mortem sample returned to the

Evidence Unit. Any post-mortem samples that areXQ' art of a sexual assault
kit will be retained.

. Q
- Items PM 2.1- 2.8 will be retaineme laboratory.

- Items PM 3-4, fingernails fro&ﬁ , Will be retained in the laboratory

3. Exemplars from vouchered se@ult Kits are retained; all other contents are
returned to the Evidence Ur'&

4, Neither vouchered evig{@r samples from vouchered evidence are retained.

5. ngerous i@}& being kept, it is easier to write it in this way:
T

@ Ilowing items are being retained in the laboratory:

@ Dried stain prepared from victim’s blood
KOG. C@em has left the lab, but NOT through the Evidence Unit:

- Head and pubic hairs from victim

: O The gun was returned to Det. Smith, shield # 2345 on 5-7-90.
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 “*”:
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* Sample(s) collected from this item and/or the submitted swab was

consumed. %
N

8. DNA extracts are retained.

- DNA extracts for all samples and controls tested will be ret in&' he
laboratory @‘
9. State when items have been transferred to the Evidence Unit: Q)\

The remainder of the evidence will be released tg t&vidence Unit.

l. Signature block \O\
o

&
1. The reporting analyst for the case, and

2. The administrative reviewer O\

Each report has two signatures

Reports generated within the LIMS ar@tronically “signed” after validating the user’s
credentials.

J. Comparison only repor, K

A “comparison only”’ p@provides the results of a comparison in the absence of any

additional DNA typiRg. Jror example, this could include the comparison of a previously
type lar frégn a suspect file to a second case or to a newly discovered “unknown”

don previoﬁy ssued case results. Because no additional testing was performed, a
ition s IS not necessary. Disposition information is documented in previous
orts apd\r&erred to in the “Additional Report” statement.

O
v
QO
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THIS PAGE INTENTIONALLY LEFT BL%

>

O
O
O
QO
o
$
._QQ

ormati uired in DNA reports (Section A.3.d) was amended to allow the loci tested and/or

January 6,
ampl mn test ki
July I?&Z —LIMS ic statements were added; examples in Section G were shortened and evidence item numbers
modif& IMS-compliant; some extraneous explanatory statements were removed to streamline the

t@ reports; (3) Added a statement that case reports must state when DNA profiles are suitable for entry into a DNA
wbank, 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.

May 1, 2015- Added notation as to when to use the CASE RECORDS REVIEW-PREVIOULSY REPORTED RESULTS
form. Section B updated to indicate that pseudo-exemplars that yield mixtures will be reported as “not suitable for
comparison”
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Technical Review
GUIDING PRINCIPLES AND SCOPE \6

Technical review is an evaluation of reports, notes, data, and other documents to ensu Q
there is an appropriate and sufficient basis for the scientific conclusions. The Depa

Forensic Biology uses a program of technical review for case reports issued by t %artment
in order to ensure that all appropriate testing was conducted, that reports accyra flect the
results of testing, and that all opinions are based upon objective scientific |ons

This document describes the technical review procedure of the Departr(nt.

Managers may establish additional requirements for technical reyi Ithin their work groups;
however, such requirements may not be less stringent than th ements described in this
procedure. \

&ew process and cannot be resolved
anager(s), the “Discrepancies in
e Manual must be followed.

If differences of opinion arise during the technical
by the analyst, reviewer, their supervisor(s), an
Interpreted Results” procedure in the Admi

During technical review, the fungtiggar reports, notes, data, and other documents are checked to
verify that the Department’s al, case management and QA/QC procedures were followed;
d correctli gAd the final case report accurately reflects the supporting data.

perfoisged on all cases prior to the release of the report, except for those that
% ive Completion (see the “Administrative Completion of Cases”

PROCEDURE

0
%cﬁ dministrative records have been printed and placed into the hard copy case file.
ee e File” procedure for further details on the technical and administrative records that
are d
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A. Technical Reviewer Requirements

1. The reporting analyst cannot perform a technical review of their own case. '\6
Technical reviews may not be performed by the author or co-author of any
examination records within the associated case record.

2. The technical reviewer must be or have been an analyst qualified K&

methodology being reviewed.

a. “Analyst” includes those whose sole analytical respons@%\! technical
review.

3. Criminalist Il or above may technically review: y cases; DNA cases
where no DNA testing past the quantitation step i pted.

4. Criminalist 111 or above may technicall U NE AII of the above, as well as
cases that proceed to DNA amplification{ ping.

O

B. Elements of Technical Revi O

There are two basic types of caseK@nical review, full technical review and limited
scope technical review. \

1. FuII technical revie a minimum, a full technical review includes the following
i{+riot be applicable to technical review of serology cases or

ses th t proceed past the quantitation step.
se report and records in the case file are reviewed to ensure that:

All submitted items are accounted for in the case report and testing
GJQ conforms to proper technical procedures and applicable laboratory

CJQ policies and procedures.

O ii. 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 case repo’\%
with either a quantitative or qualitative statement as
appropriate.
b) When no definitive conclusions can be reached, Y{ebﬁe
report must clearly communicate the reason(s)&
3. Examination notes and supplemental records epartment
requirements with respect to dates of examy n and analyst
and case identifiers. ”%

b. The case report is reviewed for accuracy of spe @d grammar.

(Note: This step is a part of the Administratiy; ew process that has been

incorporated into the Technical Review pr
*
c. The following elements are verified asb t in the report:

= FB case number
= Description of t@ence
= Description NA technology
= Description DNA loci or amplification system
= Theres nd conclusions
ive or qualitative interpretative statement
si¥position of evidence
ignature and title of the analyst of record
(O)her pertinent case information as applicable, e.g., name of

b C)victim, NYPD complaint number
A location for documentation of administrative review

& &
Q\ @1 chain of custody is reviewed

; O f. A database review is completed if not already done (See Section E)

0@ The statistical analysis (if applicable) is reviewed

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 majority of
corrections are the responsibility of the reporting analyst; however, technical %
reviewers have discretion to make minor administrative corrections that do \
alter the results and/or conclusions (e.g., writing an FB number on a pag 6

C. Update NYPD DEMP (DNA Evidence Management P\WQQ )

The Department of Forensic Biology has agreed with the NYPD to ¢ r DNA
Evidence Management Program (DEMP) for additional evidence tha y exist pertaining
to a sexual assault case currently undergoing technical review by tie Department of
Forensic Biology. It has been further agreed that DEMP will @ ted before completion
of the technical review of that case. This is the only situatiorr%sre a tech reviewer must

check and update DEMP. .

N

1. If the goals of the case have not been m sting the kit (e.g. no semen has
been found or no male profile has bee eloped), the technical reviewer needs
to check DEMP for the existence o ional evidence pertaining to that case.

active” and update the communication log for that case to indicate that
this request was m

a. If there is additional evi%ng‘?elect “send to OCME if the case is still

LIMS confmugheation log for that case to indicate that DEMP was checked

Gnd nosid' ighal evidence exists.

f the case have been met by testing the kit (e.g., a male profile was
), the technical reviewer still needs to check DEMP for the existence of
ional evidence pertaining to that case.

b. If DEMPFELP%M there is no additional evidence for that case, update the

If there is additional evidence, select “do not send to OCME” and update the

E 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. One full technical review is sufficient for most cases; however, enhanced '\6
technical review is required in some circumstances. Enhanced technical re

is: (1/
a. One full technical review conducted by a manager OR &\
b. Two technical reviews, including at least one full technicay\
conducted by Criminalist Level Ills or above. ; \
2. An enhanced technical review is required for:

a. Cases that require kinship analysis or paternity a 3;
b. Cases that require partial match analysis (susp ase only, not within a

case)

c. Cases that require the calculation of a lik ratio

d. Cases where a comparison of the DN e of a suspect, victim,
elimination sample, or other known/ﬁ ed donor to a sample results in an
inconclusive result (“no conclusio be drawn”).

e. Cases containing mixtures @? ibit more than one “Z” or “INC” in the
deconvoluted profile (u “Z” or “INC” is due to dropout/degradation
rather than ambiguity, @1 deconvolution)

The requirement for@‘vced technical review does not apply to cases that
here the DNA profile of the deconvoluted contributor is

contain only t@
6mb|guou@a cteristics of simple DNA mixtures may include:

ce of a clear major contributor with the addition of just a few other

mpletely deconvoluted major contributor with no more than one “Z” or
NC”

(}) A completely deconvoluted major or minor contributor, with no more than
one “Z” or “INC”, obtained by assuming a contributor to the mixture

: 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 Schedul’@
Analysis sheet with the reviewer’s initials and the date (pre-LIMS cases) ox
within the LIMS.

a. Pre-LIMS cases: The technical review completion dates shouﬁ\‘gl{
entered into the electronic case logbook.

i. The “Tech review H1/IV” field should be used@be first
technical review completion date. Q
h

ii. The “Review AD” field should be used f:
review completion date (if applicable O

second technical

2. Tech review approval should be recorded in LIM when corrections, if any,
have been made. .

3. DNA cases with completed technical rev@e ready for administrative review.

O

F. Database Review O

for CODIS and/or LINKAGE must undergo a
database review by a Cri ist 111 or above. One database review by a
Criminalist 111 or IV IS icient in most circumstances; however, one review by
a manager or two resiews by Criminalist 111/1VV’s or above are required for:
MlxtL@pes resulting from complex mixtures, and

rce (complete or partial) profiles deduced from complex

1. DNA profiles that are eligi

\G\ Da reV|eW can be included as part of a full or limited-scope technical
0 r or it can be conducted as a stand-alone review in order to expedite profile
y into a database.

Database review of LINKAGE-eligible profiles may be completed before or after
Q 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
Form” (pre-LIMS, as applicable) and supporting documentation to ensure
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that:

I All required fields within the form have been completed %
ii. The DNA profile(s) is accurate \
iii. The specimen identification number is correct
iv. The positive and negative control results are acceptable (1/

V. The DNA profile(s) is eligible for entry into_t plicable

database(s)

b. Verification that profiles were correctly enter@ LINKAGE (if
applicable)

electronic signature (post-LIMS evidence) or on

heduled Analysis form

5. The database review is documented with the rewe%r@assword -verified

(pre-LIMS evidence). Q

a. Pre-LIMS evidence: The Accessx ase contains fields named

“Database review” (in the Sus

ogbook) and “CODIS review” (in the

Case Logbook). These figl e not used for official documentation of
database reviews; how er,ydates entered into the fields (e.g., Suspect log

book—date profile into LDIS; Case log book—date of database
review) can be us r casework metrics as a close approximation of the
date that the p entered into LDIS:

0 database profiles are shown to the reporting analyst, who

Corrections oflle Evaluation Forms prior to entry into CODIS.

Corre
6 veRrfiestfie changes prior to entry into LDIS.
@ éﬂ rofile is needed for immediate upload and the reporting analyst is
0
a

v O
&

6)0 0& analyét.

vailable, the corrections can be approved by a Criminalist I11 or
ove. The corrected database profile is later shown to the reporting
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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 necessary, %
particularly if doing so provides training value to the reporting analﬁ'\

Revision History: { "
February 9, 2010 — Initial version of procedure.
September 24, 2010: Clarify enhanced technical \ requirements for mixtures; add Proficiency Tests to case types that
require enhanced technical review: exem ct profiles from requirement for database review prior to entry into
LDIS; clarify that Access logbook fie%taming to database review are useful for casework metrics, but are not
official documentation of database re d procedures on modification of DNA Profile Evaluation forms to Section

E (Database Review).

March 28, 2011 - Specified the te |ew requirements set forth in the 2011 version of the ASCLD/LAB-
Internatiomgl Supplemental eq ements; revised procedure to indicate that technical review is performed on all cases
P

prior to th se of the re
July 16 20 ges to uage on documentation of Technical Review to account for simultaneous existence of pre-
@!nce and ports tech reviewed in LIMS.
Aprl?&I —Proce |sed such that Criminalist Level 111 analysts are allowed to conduct technical review of DNA
ive cases g Principles and Scope” section revised to clarify procedure when unresolved discrepancies
ccur.
30, 2014 tion C.2, requirements for an enhanced technical review, was revised to specify the type of cases that
requi anced technical review and the type of cases that do not require it.
June 16 Revised requirements for Enhanced Technical Review.
Se te , 2014 — changed the name of the “Unresolved Discrepancies” procedure to “Discrepancies in Interpreted

s” Also noted that the “Discrepancies in Interpreted Results” procedure has moved to the Administrative

anual
Octbber 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.
May 1, 2015 — Updated Section D of the Technical Review section to clarify requirements for an “enhanced” review.
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Administrative Review
GUIDING PRINCIPLES AND SCOPE: \6

An administrative review is the final evaluation (editorial review) of the report and ca ﬂz
documentation (examination and administrative) and must be completed prior to th rivution
of the report. Reports cannot be issued without a completed administrative revie& Includes
high priority (“rush”) cases.

A program of administrative review for reports issued by the Department%§ensic Biology
helps to ensure that reports and case file documentation are in compha& h the guiding
principles and procedures in the Department’s management syste O

This procedure describes the administrative review and repor&@butmn process for the

Department. 6\
O\

PROCEDURE:

Administrative reviews can be performed by ﬁﬁvsic Biology Administrative Team as well
as by Criminalists and other titles. The Admiristsétive Review Checklist shall be referenced by
&spects of the Administrative Review Procedure
view Checklist is summary of all key points of the
ecklist does not replace the need to follow the
Administrative Review Procedur atled in this manual, but instead acts to enhance the
administrative review procesg: lectronic signature of the administrative reviewer in LIMS
indicates compleson of the %ﬂstrative review and signifies that all aspects of the
Administrati iew P edure and by extension the Administrative Review Checklist, have

been adper Q
b&jﬁ)r of a@report may not conduct an administrative review of their own report
r

the administrative reviewer to ensure that
have been completed. The Administrati
Administrative Review Procedure.

asso ecords

rQigiStrative 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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i\

N

&
QP

a) Title block:  FB# or proficiency test # / victim name / suspect name /
complaint# / ME # / arrest # / NYSID # / Start Date / M

name & date of autopsy
b) Header: FB#, the victim’s or supect’s name and, if applicabl \
ME#. The header must appear on all pages excep e%St
page. \Ki/
C) Text: Check page numbering; ensure the report sk\q?e%l For
\electronically

LIMS-created case reports, this signaﬂ%
validated. Case reports created outs%
contain a handwritten inked signe{r

e LIMS

d) Evidence received and disposition:
Check for correct evidence ih@tion, voucher # and date
evidence received. @

*
For pre-LIMS cases, use the DNNSeroIog@ission Tracking & Productivity
Form to compare the dates to the dates i;t eport. Ensure that all evidence

entries correspond to what is listed in se report.

Review all hard copy administ@n\‘/’ and examination records in the paper case
file to ensure that the recor niquely identified according to laboratory
policy and/or procedure. 9
a) Check examin otes for analyst’s initials, FB# and page #.

b) Ensure that l&ﬁ# appears on all pages of administrative documentation.

te: The r@ f the report for spelling and grammatical accuracy is an
elegnentdt the Administrative Review process that is conducted during
&ical Review

file is routed back to the analyst if major corrections to the case file are
d, such as changes to the report. When minor problems are noted, such as
sing page numbers or initials, report distribution can be completed prior to
routing the case file back to the analyst for corrections.

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.

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 as the
administrative review. '\c )

allow for distribution to the NYPD’s ECMS system and other agencies

necessary). '\

B. Additional Information on Administrative Reviews QQD

8. A copy of the case report pdf must be saved to a location on the FBio ss‘gi/@
S

1. For pre-LIMS evidence where an Amended Report @qut any more work has
been issued, the administrative review is document: y in the case file, not in
the electronic Case Log Book (“Access database’

*
2. For Administrative Completion of Case Qﬁle is closed out without
issuing a technical report on the findin example after a stop testing request)
a report is written and submitted for Istrative review only; no technical
review is required. 6

C. Recording Productivity Metry Sd’ Testing of Pre-LIMS Evidence

This section applies only to evidenc ’éoived in the laboratory pre- LIMS. Case reports on
evidence received pre-LIMS sho prepared separately from case reports on evidence
received post-LIMS.

1. the OQeBreport record in the appropriate case logbook (Case Log Book or

. \A uspecth ook) database.

c? E e administrative review date in the “Admin Review” field.
?S . c}geck 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.

3

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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QO

O

?S
QO

S

need entries by the administrative reviewer. Please ensure that data in all fields
are accurate. Use the Tab function to automatically populate the fields that have
entries in the main Case Log Book window. \%

Voucher Subform: (I/Q
FB# \
N

e Case file #.

A\
EU# Q%

e Each voucher has a separate Evidence Unit or EU#'\

Voucher# \O

e Listall vouchers received. ‘b
. Q
o O
e The D# can be found on the vo his number corresponds to the entry in

the FID/OCME L.iaison Un“@ Evidence Management Program (DEMP).

PM Sample
e Record all PM iterqs\{:@a following format, PM__to . Ex: PM 1to 7.

FBio Date Rec
e Date first C)@s received on the 5" fl. See Table below for exceptions.

itted™ems
Tot asqfitems submitted for each voucher or PM samples. This is the
er of items listed on voucher and does not have to match the number of
@ms actually received for examination. For example, a sexual assault kit
ounts as one item submitted but contains many envelopes of evidence that

CJQ are all counted as items received.

# of Items Examined
e Total # of items examined for each voucher or as PM samples, as listed on the
DNA/Serology Submission Tracking & Productivity form.

# of Items Not Examined
e 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

R
N
&
\g 000

Report Date
Date of the finished report.

Testing Completed

This date reflects the date the last technical result, as listed on the‘ \(1/

DNA/Serology Submission Tracking & Productivity form.

EU Date received

This is the date the evidence is received in the agency. te received for
each voucher must be the date the voucher was recei& the EU. This date

will be the first date on the chain of custody.

Sign-in Initials

Initials of person who signed in the eviw

Admin. Initials

See Table 1 for expected

voucher subform.

TABLE 1

Initials of person who perf

$
oD

o)

ministrative review.

xO

‘o

v%@ for the dates recorded in the logbook and the

Case ceM

FBio Date
Received

EU Date
Received

Date Started

Outsj bmission,
ord 1 of 1

Date first voucher
is signed in on the
5" floor

Date first
voucher is
received at the
sub level EU post

Evidence exam
date for first item in
the case

A g

Qutside submission,

case record 2 of 2
(see note below)

Date first additional
voucher is signed
in on the 5" floor

Date first
additional
voucher is
received at the
sub level EU post

Evidence exam
date for first
additional item in
the case

Cases with post
mortem items

Date on red bin
sample batch sheet

Date red bin was
received by the
EU as indicated
on the chain of
custody

Evidence exam
date for first item in
the case
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PAGE

S
™

?S

*

OO

submissions

accepted or decided
upon

Case scenario FBio _Date EU [?ate Date Started
Received Received
FBio = EU date
Additional testing Date where Date where \‘
without new outside assignment was See FBio date

DNA testing on Sexual
assault kits after a

Serology report

Serology report

additional tﬁy
on in-h i is
starte&
ng report
e

activated; for example
a missing persons case

assignment was
accepted or decided
upon

See

QO
&@‘

date date
serology report

FBio = EU date Date where
Storage cases that are | Date where

additional testing
on in-house item is
started

Report only cases

Should be equal to
Date Started

uld be equal
0 Date Started

\ 4

Can be the date of
the additional
comparison, or the
date of the report

O

Complete the Admin 2007

repeat information from thesQai

to automatically populate

can be found on the D%@

From Casel_ojﬁg
@(For siBiology)
M

edical Examiner)

Complaint#

0O

A@ Alree‘ #lled out. Double check number listed on report.

sub@section in the database. The initial fields

ase Log Book window; use the Tab function
fields. The information for the other data fields
ology Submission Tracking & Productivity form.

Il samples received from autopsy will have this completed. Double check
umber listed on report.

e Unique identifier for criminal cases found on the voucher or lab request.
Compare entry to the 61 as the official NYPD record.
e Proofread the number on the report.

Case Type

e SEXA — Sexual Assaults
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Analysis Type

HOMI - Homicide
Note: Sexual Assault kits collected post mortem in a homicide, case type

should be homicide. %
ASSA — Assault, for attempted murder and assaults; “Robbery Assault’gsal

an assault. 6
PATR — Case type used for paternity hold requests only. (1/
Note: Fetus cases or other paternities in sexual assaults shoulg b&(A.
PROP — Property Crimes, Burglaries, Robbery, and Home | Non.

MISS — Missing person; Case type used for unidentified ‘m-  or body part
WEAP — Criminal possession of a weapon, (CPW). Al Q odnd fire arm or
reckless endangerment if weapon is not associated vgth arfother crime.
DRUG - Drug possession or other drug related

SEXPL - Sex crime related to public lewdnes
OTHER - Catch all for other crime types s
criminal activity post mortem samples.
accidents are signed in, ex. PM Kits.
Additional Info. box for example, geyide”.

SUSPECT - Suspect Files O
} %duled testing is for regular STR’s.

cted if increased cycle number testing is scheduled.
where evidence is scheduled for regular STR and increased

esting
MIT heduled for mito testing.

0 S.
’&, ubway masturbator.
arson, hate crimes or for non
el” should be used if suicide or

e the nature of the case in the

HCN - Selected
HIGH SENS

e B D — Cases where unknown bodies or body parts are actively
ared to reference samples.
D

ATA B — Where unknown bodies, body parts or reference samples are
tested to be entered in CODIS database.
INH PATR - Criminal paternity / kinship case performed in house.
STORAGE - Inactive cases with samples being held but no testing scheduled.
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 6

e For the majority of cases this will be the person who signed the report. '\
that the same person initialed the pages on the right side of the case %
signed off on the report. {3/

e Do not change the Case Log Book entry if the initials do not at ere are
several circumstances where the Criminalist listed as the R ccess does
not sign the report. A\

CODIS Profile
e Check box if there is a CODIS Profile. é
FBio Date Recvd &

e Also in Case Log Book 6\

Date Exam Started
e From DNA/Serology Submlssuéaklng & Productivity form

Report Date C)
e From report. O\

Admin Review 5\&
e Date of admime review indicating that the case was completed, and that
all levels C) have been performed.

| # Vé&@wrs
o A é@vouchers as documented in the casefile.

CJQ T@t Items recvd
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

Q voucher.

The following numbers, if applicable, must to be entered:
o #ITEMS EXAMINED
o #ITEMS NOT EXAMINED
0 SAMPLES FOR EXTRACTION
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SAMPLES FOR QUANTITATION
SAMPLES AMPLIFIED

STR INJECTIONS ANALYZED %
# STR LOCI INTERPRETED \

MIDNA QUANTITATION (I/Q

LINEAR ARRAY
# Mt SEQ CONTIG b‘
TOTAL AP TESTS '\
TOTAL P30 TESTS \
SPERM SEARCHES Cb
TOTAL SEMEN TESTS Q

TOTAL AMYLASE TESTS

TOTAL KM TESTS 5\'0K

TOTAL SEROLOGY TESTS @

TOTAL ALL TESTS . \Q
Hospital 6

e Select the hospital that is listed on@gexual Offense Kit Inventory Sheet
from the drop down menu.\Wal is not listed on the drop down menu,

OO0O0O000000O0O0O0O0O0OO0OO0ODO0

select OTHER. If no hospitgl isjlisted on the Sexual Offense Kit Inventory
Sheet then select UNKI\?& :

©

Admin Initials X
e Admin. Review initials.

Date Re(qyo
Iso ingCase Log Book.

7 A Addi anormation on Recording Productivity Metrics
N

o
QO

\@e Backlog Admin Review database to capture a basic set of information on

n-FB cases. This database can be found under Admin Review Forms in the
Forensic Biology Access Main Switchboard.

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 can be
found under Admin Review Forms in the Forensic Biology Access Main %
Switchboard. \

For cases where an Additional Report was issued without additional t é\ here
will be no productivity data to enter.

D.  Scanning of report(s) utilizing the scanner (Fujitsu Sca@qp S1500)

For cases that contain reports generated outside of the LIMS system, th &Nlng procedure
should be followed to digitize the signed report into a pdf document.O{

1. Check the bottom right hand corner of the co creen where the application
icons are located. The scanner is ready if rcle with a white “S” is
displayed. h,

2. Place report face down and upside dow e scanner. Only one report can be
scanned at a time. A route sheet i |s naI purposes and will not be scanned.

3. Press the blue (scan) button to report.

4. Select “scan to folder”. Q

5. In the “specify file name” ox change the pdf file name from date & time
to the appropriate FB# ( 9 S0034; 1000263; 0906754a).

6. In the “specify destln %\ Ider” dialog box save the pdf file in the appropriate
reports directory VI rowse button. (e.g., M:\\FBIOLOGY_MAIN\
Reports\Susp -S)

7. t “Save’ c?l es were saved successfully” is displayed.

8. ancel Qe scan select “Cancel” and close out the dialog box. Select “yes” to

‘\A eletet
E. c‘)@eport@%butlon

?S 1. se 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
Q 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, state or %
national). \

- All other crime types where an arrest is indicated on the 61 form or othe Q
paperwork. rl/

3. All crime types where the 61 form or other submitted paperwork d M%dicate
that an arrest has occurred are not routinely sent to the DA’s Off'eé\(his includes

property crimes, assaults, and criminal possession of a WeaporQ

4. For the case reports generated prior to LIMS, the compnngf the report distribution

must be documented by initialing and dating the Repo e Sheet.
Note: The original of the report is maintained int ensic Biology case file.
5. OCME CMS (via electronic upload) \

page.

b) Click on the line that stéigs “Click Here to Access the UVIS-CMS
Application”.

c) A pop-up window pear asking you to “Please Click on My Silos to

a) From the OCME Intranet sic;)@( on the “UVIS-CMS” tab at the top of the

Select Silos”, cli
d) Type the Q he case report you are uploading into CMS into the search
t

box at th ht hand side of the screen that states “Type Case No.”

ox at top right side of the screen that states “Last One Year

e case is older than the current year.

r to search for case.

on the case number when the case entry appears on the screen.

om 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.

I) 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 screen to '\%

6. NYPD ECMS (via electronic upload)

d)

)

ensure the report has been uploaded to CMS.

Click on the Internet Explorer icon and navigate to URL; '\b‘
http://10.152.144.123/ecms. This is the log in screen. (&
hen click on

On the Log in screen: enter the Login ID and Pass
the “Login” button. During an initial log in, the u e%
change their password.

After successful log in, the NYPD ECMS @will appear. To upload a
new Forensic Biology report, click on the%{A Attachment” button

(bottom right corner). .
Another NYPD ECMS screen will . Fill'in the following

information: the identification d e date that a report is being scanned
and uploaded); the Forensic Bi number (format: FB09-00001);
OCME number and EL:&@ are optional (can be left blank), and the

Il be prompted to

complaint number (forrgat: year — precinct — number).

Click on the “View 8gmpTaint” button to compare the complaint to the
one in the file. V at the information corresponds.

To attach the f rensic Biology report), click the “Upload” button.
This will op e browser. Browse for the file, highlight the pdf

version,a ck open.
The uplo file can be viewed by clicking on the “View” button. If an

rreCTile was uploaded then click on the “Upload” button again,

for the correct file and click open. This will overwrite the

vious attachment.

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
forwarded to the case folder and a system message “The Forensics Entry is
successfully inserted” appears. Click on the “Close Window” button.
The entry must be approved prior to being forwarded to the NYPD
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

Non-LIMS reports: \(1/

a) Click on the inbox for the DNALab mailbox. ?‘
b) From the top menu, click on “New”. This will open a “ % c-mail

message.
C) Click on “Send” from the top menu of the new e-@saqe. On the

“Send” toolbar, click the “Options” drop down mentbutton and select
“From”. This step only needs to be done the fj r%me. Afterwards, the
“From” line should appear upon clicking g Now place the cursor on

7. DA(s) Offices (via email)

the “From” line and type “DNALab” to s om the DNALab mailbox.
Otherwise, the e-mail will be sent fre ser’s own mailbox.

d) Place the cursor on the “To” line a in the designated DA Office e-
mail address. Sw

e) Place the cursor on the “Sub'eq e and type in the offense type and the
victim’s or suspect’s na @ omicide / (S) Goethals Bridge). Click

0

on the paper clip icon (fop bar) to attach the pdf file.
f) Replace a personal alfsignature block with the FB Dept. e-mail

signature block. by copying and pasting from a previous sent e-
mail in the “S ems Archive” of the DNALab mailbox.

Departme Qensic Biology
Office T C Medical Examiner
b 421 E " Street

NewkYork, New York 10016

@ \Y2-323-1200
‘\A : 212-323-1590
Q mail: DNALab@ocme.nyc.gov

Web: www.nyc.gov/ocme

?S OCJQ No text is needed in the body of the e-mail. There is one exception — if the

report is meant for a specific Assistant District Attorney, the report is still

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 Items 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)

a) Follow the instructions on the route sheet if the report can be @\wa

email. '\

b) Notify the A team if the report needs to be faxed or mgd \as a hard copy.

F.  Case file routing Q
\N

1. Unless minor corrections are necessary, or additional té&{@needs to be scheduled,
the file should be placed in a “to be filed” bin.

*
2. Use the Forensic Biology Internal File Route ﬁ&indicate any destinations other
than the filing bin and affix this sheet to th e of the file. Unless there are
exigent circumstances, do not use stick@

3. Prepare an out-guide stating the in@of the receiving Forensic Biology staff
member, team, or CODIS for awes that are not routed to the filing bin. Place all
out-guides in the filing bin. KO

G.  Troubleshooting Q

1. @n anIT h@esk ticket for any scanner related problems.

2 A CMS @spend user accounts after three unsuccessful logins. In the event
this h@e s or there are any issues with accounts, please contact the designated

C‘JQ\ F@alson for ECMS.

?S 3. CJQ‘ 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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N

THIS PAGE INTENTIONAL T BLANK

Revision His g ; \'
Febr 3%2 0 — Inig Qon of procedure.
3 &'& 0-Up e procedure to include the evaluation of a case file to determine if it is ready for an
%\inistrat' lew (Section A); updated the Administrative Review Procedure (Section B and C); added the steps
O lecessary. rt distribution (Section D and E); and added procedures to be followed post-report distribution
x (SectiomE) PSection G inserted to address troubleshooting.
ecembe{1392010 — Revised Section C (Administrative Review Additional Information) to include updated procedures for
T 1 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 within the (’](Q
Department’s scope of accreditation. It does not pertain to situations in which the DggaNn¥nt
uses an external laboratory to conduct a specific analysis using a technology that thepjabp#atory is not
qualified to perform or when the Department will not take or retain ownership of the da¥a. For
example, using another laboratory to provide mitochondrial DNA testing i ntracting”
since our laboratory provides mitochondrial DNA testing services. How e utilization of
another laboratory to provide RFLP work is not “subcontracting” sincegur Taboratory does not

provide RFLP services. @

A sub-set of subcontracting is outsourcing, which is the utiliz f a vendor laboratory to
provide DNA services in which the Department takes or retaj ership of the DNA data for entry
into CODIS, when applicable. \

It is not the usual practice of the Department of Fo Biology to subcontract/outsource work.
Should the need arise; however, the Departme, use only competent subcontractors. This
document describes the general process for esteplishing a subcontracting agreement that meets
the requirements of 1SO 17025 and the F%Quality Assurance Standards for Forensic DNA

Testing Laboratories. Q,\g
O

In the event m Depé@ent of Forensic Biology needs to subcontract work, the Department
notifies the ted cu@ers, e.g., the NYPD and/or District Attorney’s Offices, in writing. In
most® e t requests the customer to provide their approval, preferably in writing.

T. partm eks subcontractors that it believes to be appropriate for the tests to be
ucted.

PROCEDURE

Q f a subcontractor is selected by the Department, then the Department is responsible
to the customer for the subcontractor’s work.

e |f 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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A. General Requirements for Subcontractor Qualification %
1. A subcontractor must be accredited, preferably to ISO/IEC 17025. '\

2. The Quality Assurance Unit maintains a register of the subcontractor, ){1&@
Department of Forensic Biology uses for tests, as well as the reco upport
subcontractor competence, for example, accreditation certificat ﬁ&audlt
documents.

. The records include the date on which the subco Qr was approved.

B. DNA Subcontractor Qualification \9

competent to act as a subcontractor for th rtment. The minimum
requirements for DNA laboratory com are:

. Compliance with the FBI Q@Assurame Standards for Forensic DNA
Testing Laboratories, a by a review of the vendor laboratory’s
external audit document@t the vendor laboratory’s responses, and/or
follow-up actions to flndlngs detailed in the report.

ii. Compliance with @al accreditation requirements.

1. The appropriate Technical Leader determi&?@ther an external laboratory is
e

2. Where the vendor laRo tory will perform DNA analysis for the Department (and
not for a law ent agency or entity other than the Department), the
ropriate Tgchijical Leader reviews and approves the technical specifications of
ubcor\ftmg agreement prior to the awarding of any agreement.

A Prior intlatlon of analysis under a subcontracting agreement, the following

N
C)Q s@ e place:

0 The appropriate Technical Leader or designee performs an initial on-site
O visit to subcontracting laboratory.

; O e The employee performing the visit is a qualified or previously
Q qualified analyst in the technology, platform, and DNA typing Kit used
to generate the DNA data

e 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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ii. The appropriate Technical Leader documents in writing that the
Department accepts ownership of the subcontractor’s DNA data. A copy.
of the approval is provided to the subcontractor. '\%

4, Subcontracting agreements that extend beyond one year require an annu e
visit to the subcontractor laboratory.

I. An on-site visit conducted by another NDIS laboratory using V me
technology, platform, and DNA typing Kit is acceptable. ords
provided to the appropriate Technical Leader must m@%\\
e The date of the visit
e A summary of the visit
e Documentation of the qualified personnel 6 erformed the visit.

The Technical Leader documents their review an@ceptance of the records of
the on-site visit.

A new “initial visit” is required when r s or re-awards involve gaps in the
agreement of greater than 6 month ere there are changes to the technical

specifications. C)

C. Data Integrity

All data and/or reports gen y a subcontractor as well as any vendor-generated
profiles uploaded to or se @ in CODIS by the Department are technically reviewed in
the same manner as reports generated wholly within the Department. See the
TECHNMAL REVI(@rocedure for details.

Revision History:
February 9, 2010 — Initial version of procedure.
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Administrative Completion of Cases
GUIDING PRINCIPLES AND SCOPE \%

Under certain circumstances it may be advantageous to complete a case file without i (E{g
technical report on the findings. Many cases submitted to the Department of Foren ay
are resolved without relying on the data generated from the evidence. For exam S&a
agreements, recanted complaints, or investigative results that indicate no crime \wvas\committed
are all reasons why testing results on submitted evidence may not be neede any of those
situations cessation of testing, report writing, and/or technical review WI| t unnecessary
expenditure of Forensic Biology resources.

This document describes the process to administratively close a%,o

. Q
PROCEDURE 6\

1. Cases are eligible for administrative closur@ of the following are true:

e An appropriate entity, e.g., ADA, Liaison Unit, has provided written
confirmation (letter, e-mail) th \Forensw Biology report is no longer needed. If the
written or oral confirmatign me from the NYPD, follow up with the District
Attorney’s Office is nec to ensure that the case can be administratively closed.

0 The documen retained in the case record.

e Any DNA profil ight potentially be generated from testing the evidentiary

ite ould not DIS-eligible (as per the usual rules for determining CODIS

ty).

essn i@occurred, testing on items of evidence that might produce a CODIS-
gible x& testing must continue and a report must be issued.

?S Th@ nalist IV supervisor responsible for the case evaluates whether the case

C@I 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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3. The Criminalist IV should perform the following actions before approving an

administrative close-out of a case: c

e The Criminalist IV reviews the written documentation to confirm that a DNA rgeQrt
with technical results is not needed.

e The Criminalist IV documents their approval in the case communicationgbgll
4, Securing data and evidence '\

Depending on the status of the testing, different steps are required@the case can be
closed.

a. Evidence was examined, no extraction \?
e Remove samples from any pending extractio ches.

e Reunite clippings with retained stains QS ce items before the evidence is
19

returned. However, if the evidence w bed with 0.01% SDS the swab is
extracted and tested to avoid degra ISSues.

b. Samples were extracted and/or ma@ted
e Extracts of biological quidWS and other HSC samples are saved.
e Extracts for low level items, such as a touched object, are amplified and
run, but the data is n{ rpreted.

C. Samples were ampliN
e The STR pypiRgateps, including run analysis and editing, are completed, but
the data isgopinterpreted.

g. Qamgle&s\é run

Q\ . opherograms are included in the case record, but the data is not

{nterpreted.

O
?& A&@aﬁve Report

All technical pages are numbered and initialed

e The productivity worksheet (pre-LIMS evidence only) is filled out to capture the
completed analytical steps

e 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 %
days.” Q'\
6. Administrative Review and Report Distribution '\&
e The case is submitted to administrative review. %J
al manner. If

e If the case is less than one year old the report is distributed in%
the case is older than one year, the report is maintained in t{ record, but is not

distributed.

, 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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Abbreviations
The following are the commonly used abbreviations in the Department. While these '\6
abbreviations are typically used as suffixes within sample identifiers, they may be used
independently in case notes as well. \
Abbreviation Description . }\v
,# STR rerun due to poor/no size standard \ N
,1/10 dil STR rerun at 1/10 dilution N\’
, confirm OL STR rerun to confirm off-ladder allele \J
~0.0000001 1/10,000,000 Dilution ‘ (\&
~0.000001 1/1,000,000 Dilution ,g}’
~0.00001 1/100,000 Dilution ‘
~0.0001 1/10,000 dilution 6\0‘
- 0.000167 1/6000 Dilution el
~0.00025 1/4000 Dilution o
- 0.0003 1/3000 Dilution =~ )~
_0.0004 1/2500 Dilution
~0.0005 1/2000 Dilution N\

- 0.001 1/1000 Dilutiog \J
~0.0025 1/400 gﬁ

- 0.005 1/200 Do

- 0.008 1/1€5 DyYdtion

- 0.01 E; » 100 Dilution
_0.015 4% Dilution

QAN ) 1/50 Dilution
A83125 1/32 Dilution
1/25 Dilution
1/20 Dilution
1/16 Dilution
1/10 Dilution
0.1 1/10 dilution for sample a replicate
010D 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 -
05 1/2 Dilution JRQY
_0.78 Suffix used for QA sensitivity test ¢
1 Sequential number identifier
_10 Sequential number identifier \
11 Sequential number identifier O\\
12 Sequential number identifier (\U
_13 Sequential number identifier ¢ ~
14 Sequential number identifier 0\
15 Sequential number identifier (sx\"
150 Suffix used for QA sensitivity test, LN\
16 Sequential number identifier N\
17 Sequential number identifier (
_18 Sequential number identiﬁ@ -
19 Sequential number igeMife?
_la Sequential numbe(idMier for sample a replicate
_1b Sequential num ntifier for sample b replicate
_1c Sequential nm‘h identifier for sample c replicate
_1H SequentiaMer identifier for high dilution
2 Seqye.n@n\mber identifier

Sedwenfial number identifier

uential number identifier
quential number identifier

Sequential number identifier

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

-3 Sequential number identifier P

30 Sequential number identifier ‘

31 Sequential number identifier

_32 Sequential number identifier \

33 Sequential number identifier [o A\

34 Sequential number identifier (\U

_35 Sequential number identifier < ~

36 Sequential number identifier 0\

37 Sequential number identifier (sx\"

38 Sequential number identifier o {\*

39 Sequential number identifier N\

_3H Sequential number identi% rgh dilution

4 Sequential number identif} )

40 Sequential number igeMife?

41 Sequential numbe(idMier

42 Sequential num ntifier

43 Sequential nw‘h Identifier

44 SequentiakaYber identifier

45 Seqye.n@n\mber identifier

Sedwenfial number identifier

46 6
47

uential number identifier
quential number identifier

\J Sequential number identifier for high dilution

Sequential number identifier

Suffix used for QA sensitivity test

_5H (\U Sequential number identifier for high dilution
%\J Sequential number identifier
_ 6" 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 amount N
_Al Al mtDNA primer P
A2 A2 mtDNA primer ‘1,
A4 A4 mtDNA primer
_abc Pooled comparison samples
_aH Sample a replicate at a high dilution for STR plateso\\
_AM Bottle mouth swabs/samples with possible saliv&s
b Sample b <
b low Sample b replicate amplified at a lower thg ‘ﬁmal DNA amount
Bl B1 mtDNA primer Fo . N\
B4 B4 mtDNA primer .« (\V
_bH Sample b replicate at a high dlluﬁ\hr STR plates
BL Bloodstain suffix
C Sample ¢ 6
_c_low Sample c replicate armlﬂee?at a lower than optimal DNA amount
_C1 C1 mtDNA primeg
C2 C2 mDNA primen
_CB Cigarette Bu;({@'r&
cH Sample ¢ &PNate at a high dilution for STR plates
_conf Cor]jwr@v run for mtDNA cycle sequencing
_conf Al b‘ AlUlrmatory primer for mtDNA cycle sequencing
_conf A &‘Conflrmatory primer for mtDNA cycle sequencing
_conf§ g 'Confirmatory primer for mtDNA cycle sequencing
A‘C B1 Confirmatory primer for mtDNA cycle sequencing
§ B4 \0‘ B4 Confirmatory primer for mtDNA cycle sequencing
onf_(;&\) C1 Confirmatory primer for mtDNA cycle sequencing
v_con - C2 Confirmatory primer for mtDNA cycle sequencing
@61 D1 Confirmatory primer for mtDNA cycle sequencing
_OMAif_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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_conf2_B1 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 sequencing  _!
_conf2 _C2 2nd C2 Confirmatory primer for mtDNA cycle sequencing ¢
_conf2 D1 2nd D1 Confirmatory primer for mtDNA cycle sequencing
_conf2_D2 2nd D2 Confirmatory primer for mtDNA cycle sequeng
_conf3 3rd Confirmatory run for mtDNA cycle sequencin@\\
_conf3 Al 3rd Al Confirmatory primer for mtDNA cycle s&g Mng
_conf3_A4 3rd A4 Confirmatory primer for mtDNA cyclgfsequencing
_conf3 Bl 3rd B1 Confirmatory primer for mtDNA &quencing
_conf3 B4 3rd B4 Confirmatory primer for mtDN e sequencing
_conf3 C1 3rd C1 Confirmatory primer for mt ycle sequencing
_conf3 C2 3rd C2 Confirmatory primer for ﬁ: cycle sequencing
_conf3 D1 3rd D1 Confirmatory pri% NA cycle sequencing
_conf3 D2 3rd D2 Confirmatory pri MtDNA cycle sequencing
D1 D1 mtDNA primer £~ \J

_dl Neat for Agilent

~dl HB Amplification atm@iin homebrew

~d10 10-fold diluigh\fdr Agilent

~d10 HB AmplificaONY 1/10 dilution in homebrew

~d100 100;0I®|‘ution for Agilent

Anklifkation at 1/100 dilution in homebrew

~d100 HB b‘
D2 e
_d2 * P

JNDNA primer
¥old dilution for Agilent

Amplification at 1/2 dilution in homebrew

5-Fold dilution for Agilent

GRS

5_HB-\D

Amplification at 1/5 dilution in homebrew

?;_dupr\\J

Sample duplication

Duplicate amplification at higher than optimal DNA amount

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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_FN Fingernail suffix
_Ha Sample a at a high dilution for ID28 STR plates -
_HB mtDNA Amplification Homebrew sample P
_Hb Sample b at a high dilution for ID28 STR plates ‘1,
_HB reamp Mito homebrew sample reamp
_Hc Sample c at a high dilution for ID28 STR plates \
_hi Amplified with higher than optimal DNA amount O\\
_high HB Amplification with higher than optimal DNA an@ﬁﬁ homebrew
_Hr Amplified with higher than the "hi" DNA amagnt
_Ht Amplified with the maximum DNA amo 0
_lo Amplified with lower than optimal g@mnt
_lwr Amplified with lower than the "loy mount
~M13 M13 mtDNA primer N\
_max Amplified with the maximu amount
_mcon Microcon ,\% -
~mconl Microcon 1 ~
_mcon2 Microcon 2 \
_nd No Dup (\\
—nd No duplicatimﬁ)%mple needed
_neat Neat {\Y
_opt Amplif@Mth the optimal DNA amount
_PT é Tolghe)l items swabbed by NYPD suffix
R ains from Extraction
_reamp. \ _~N3e-amplification

%_‘hi A‘C Reamplification at higher than optimal DNA amount

6' p_Hr\O‘ Reamplification at higher than "hi" DNA amount
\ reamptkh\)' Reamplification at highest DNA amount
?v_ream\e’ Reamplification at lower than optimal DNA amount

@r/_opt Reamplification at optimal DNA amount
_rédmp2 2nd Re-amplification
_reamp?2_hi 2nd reamplification at higher than optimal DNA amount
_reamp2_lo 2nd reamplification at lower than optimal DNA amount
_reamp?2_opt 2nd reamplification at optimal DNA amount
_reamp3 3rd Re-amplification
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_recut Recut
_recut? 2nd Recut - N
_recut3 3rd Recut P
_recyc Re-cycle sequencing for mtDNA t1,”
_recyc Al Al primer for mtDNA re-cycle sequencing
_recyc_A4 A4 primer for mtDNA re-cycle sequencing \
_recyc Bl B1 primer for mtDNA re-cycle sequencing O\\
_recyc B4 B4 primer for mtDNA re-cycle sequencing (\U
_recyc_C1 C1 primer for mtDNA re-cycle sequencing ~
_recyc C2 C2 primer for mtDNA re-cycle sequencir&O\
_recyc D1 D1 primer for mtDNA re-cycle sequengf
_recyc D2 D2 primer for mtDNA re-cycle seg
_recyc2 2nd Re-cycle sequencing for mt%‘
_recyc2_Al 2nd Al primer for mtDNg& sequencing
_recyc2 A4 2nd A4 primer for mtDN cle sequencing
_recyc2 Bl 2nd B1 primer for mp'NM-cycle sequencing
_recyc2 B4 2nd B4 primer fo A re-cycle sequencing
_recyc2 C1 2nd C1 primer f NA re-cycle sequencing
_recyc2 C2 2nd C2 prirm@‘f‘ﬁtDNA re-cycle sequencing
_recyc2 D1 2nd D1 prif for mtDNA re-cycle sequencing
_recyc2 D2 2nd)22@ﬁer for mtDNA re-cycle sequencing
_recyc3 b‘ 3rd@ycle sequencing for mtDNA
_recyc3 Al primer for mtDNA re-cycle sequencing
A4 primer for mtDNA re-cycle sequencing
R Bl AN 3rd B1 primer for mtDNA re-cycle sequencing
6' 63_8{0‘ 3rd B4 primer for mtDNA re-cycle sequencing
\ recyCBN' 3rd C1 primer for mtDNA re-cycle sequencing
?v_recyc&\e’z 3rd C2 primer for mtDNA re-cycle sequencing
e ‘cs’_Dl 3rd D1 primer for mtDNA re-cycle sequencing
_re¢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 Bl B1 primer for mtDNA re-cycle sequencing, High
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_recych B4 B4 primer for mtDNA re-cycle sequencing, High

_recych C1 C1 primer for mtDNA re-cycle sequencing, High -
_recych C2 C2 primer for mtDNA re-cycle sequencing, High A(\
_recych D1 D1 primer for mtDNA re-cycle sequencing, High ¢
_recych D2 D2 primer for mtDNA re-cycle sequencing, High

_recych? 2nd Re-cycle sequencing for mtDNA, High \
_recych2 Al 2nd Al primer for mtDNA re-cycle sequencing, Hi@\\
_recych2 A4 2nd A4 primer for mtDNA re-cycle sequencing,

_recych2_B1 2nd B1 primer for mtDNA re-cycle sequencing, Hi

_recych2 B4 2nd B4 primer for mtDNA re-cycle sequg@, High
_recych2 C1 2nd C1 primer for mtDNA re-cycle sequmadng, High
_recych2 C2 2nd C2 primer for mtDNA re-cycle Qﬁcmg High
_recych2 D1 2nd D1 primer for mtDNA re-cy, uencing, High
_recych2_D2 2nd D2 primer for mtDNA r&% sequencing, High
_recych3 3rd Re-cycle sequencing NA, High

_recych3 Al 3rd Al primer for mtﬂNM -cycle sequencing, High

_recych3 A4 3rd A4 primer for(nthA re-cycle sequencing, High

_recych3 Bl 3rd B1 primer fqnatDNA re-cycle sequencing, High

_recych3 B4 3rd B4 prims(fQMtDNA re-cycle sequencing, High

_recych3 C1 3rd C1 priﬁba‘b'r mtDNA re-cycle sequencing, High

_recych3 C2 3rd 2 @%r for mtDNA re-cycle sequencing, High

3rd@))rimer for mtDNA re-cycle sequencing, High

D2 primer for mtDNA re-cycle sequencing, High
-injection of sample for mtDNA

Reinjection

Al primer reinjection for mtDNA cycle sequencing

A4 primer reinjection for mtDNA cycle sequencing

B1 primer reinjection for mtDNA cycle sequencing

B4 primer reinjection for mtDNA cycle sequencing

C1 primer reinjection for mtDNA cycle sequencing

_rein j_CZ

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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_reinj_conf B4

B4 Confirmatory primer reinjection for mtDNA cycle sequencing

_reinj_conf C1

C1 Confirmatory primer reinjection for mtDNA cycle sequencing N

_reinj_conf C2

C2 Confirmatory primer reinjection for mtDNA cycle sequenci

_reinj_conf D1

D1 Confirmatory primer reinjection for mtDNA cycle sequendn ,

_reinj_conf D2

D2 Confirmatory primer reinjection for mtDNA cycle sequ \”lg

_reinj_conf2_ Al

_reinj_conf2 A4

2nd Al Confirmatory primer reinjection for mtDNA ¢ |
sequencing
2nd A4 Confirmatory primer reinjection for mt le

sequencing

_reinj_conf2 Bl

2nd B1 Confirmatory primer reinjection for&NA cycle
sequencing

_reinj_conf2 B4

2nd B4 Confirmatory primer reinjectio
sequencing

mtDNA cycle

_reinj_conf2 C1

2nd C1 Confirmatory primer reu@on for mtDNA cycle
sequencing

_reinj_conf2 C2

2nd C2 Confirmatory pri @njectlon for mtDNA cycle
sequencing %

_reinj_conf2 D1

2nd D1 ConfirmatorNu’ner reinjection for mtDNA cycle
sequencing

_reinj_conf2 D2

2nd D2 Confi@;} primer reinjection for mtDNA cycle
sequencin

_reinj_conf3 Al

3rd Al
seqyenc

%’hatory primer reinjection for mtDNA cycle

3rd\M}:onfirmatory primer reinjection for mtDNA cycle
uencing

B1 Confirmatory primer reinjection for mtDNA cycle
) sequencing

3rd B4 Confirmatory primer reinjection for mtDNA cycle
sequencing

3rd C1 Confirmatory primer reinjection for mtDNA cycle
sequencing

ﬁ@%@_el
_reéfnj_conf3 C2

3rd C2 Confirmatory primer reinjection for mtDNA cycle
sequencing

_reinj_conf3 D1

3rd D1 Confirmatory primer reinjection for mtDNA cycle
sequencing

_reinj_conf3 D2

3rd D2 Confirmatory primer reinjection for mtDNA cycle

sequencing

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

ABBREVIATIONS

DATE EFFECTIVE APPROVED BY PAGE
4-1-2014 QUALITY ASSURANCE MANAGER 169 OF 171
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

_reinj_recyc A4

A4 primer reinjection for mtDNA re-cycle sequencing

_reinj_recyc Bl

B1 primer reinjection for mtDNA re-cycle sequencing

_reinj_recyc B4

B4 primer reinjection for mtDNA re-cycle sequencingy

_reinj _recyc C1

_reinj_recyc C2

C1 primer reinjection for mtDNA re-cycle sequenc \
C2 primer reinjection for mtDNA re-cycle sequeqc

_reinj_recyc D1

D1 primer reinjection for mtDNA re-cycle seg@iencing

_reinj_recyc D2

05

_reinj_recyc2 Al

D2 primer reinjection for mtDNA re-cycle €edyéncing
2nd Al primer reinjection for mtDNA gé le sequencing

_reinj_recyc2 A4

2nd A4 primer reinjection for mtDI\Mycle sequencing

_reinj_recyc2 B1

_reinj_recyc2 B4

2nd B1 primer reinjection for m%?&\re-cycle sequencing
2nd B4 primer reinjection fo A re-cycle sequencing

_reinj_recyc2 C1

2nd C1 primer reinjection tDNA re-cycle sequencing

_reinj_recyc2 C2

2nd C2 primer reinjegfo mtDNA re-cycle sequencing

_reinj_recyc2 D1

2nd D1 primer reigjeCsef for mtDNA re-cycle sequencing

_reinj_recyc2 D2

2nd D2 primer rging®¢tion for mtDNA re-cycle sequencing

_reinj_recyc3 Al

3rd Al prims({@rrfection for mtDNA re-cycle sequencing

_reinj_recyc3 A4

3rd A4 pri@k‘@injection for mtDNA re-cycle sequencing

_reinj_recyc3 B1

3rd Bd @%r reinjection for mtDNA re-cycle sequencing

B4

3rdwrimer reinjection for mtDNA re-cycle sequencing

C1 primer reinjection for mtDNA re-cycle sequencing

C2 primer reinjection for mtDNA re-cycle sequencing

(2

3rd D1 primer reinjection for mtDNA re-cycle sequencing

3rd D2 primer reinjection for mtDNA re-cycle sequencing

Al primer reinjection for mtDNA re-cycle sequencing, High

A4 primer reinjection for mtDNA re-cycle sequencing, High

B1 primer reinjection for mtDNA re-cycle sequencing, High

j_recych B4

B4 primer reinjection for mtDNA re-cycle sequencing, High

:reinj_recych_Cl

C1 primer reinjection for mtDNA re-cycle sequencing, High

_reinj_recych C2

C2 primer reinjection for mtDNA re-cycle sequencing, High

_reinj_recych D1

D1 primer reinjection for mtDNA re-cycle sequencing, High

_reinj_recych D2

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

N

2nd A4 primer reinjection for mtDNA re-cycle sequencing, High

_reinj_recych2 Bl

2nd B1 primer reinjection for mtDNA re-cycle sequencing, H|

_reinj_recych2 B4

2nd B4 primer reinjection for mtDNA re-cycle sequencing,

_reinj_recych2 B4

2nd B4 primer reinjection for mtDNA re-cycle sequencing,

05

_reinj_recych2_C1 | 2nd C1 primer reinjection for mtDNA re-cycle sequengi igh
_reinj_recych2 C2 | 2nd C2 primer reinjection for mtDNA re-cycle seq g, High
_reinj_recych2 D1 | 2nd D1 primer reinjection for mtDNA re-cycle sgq ing, High

_reinj_recych2 D2

2nd D2 primer reinjection for mtDNA re-cyclgseqUencing, High

_reinj_recych3 Al

3rd Al primer reinjection for mtDNA re %quencing, High

_reinj_recych3 A4

3rd A4 primer reinjection for mtDNA rgZay®le sequencing, High

_reinj_recych3 Bl

3rd B1 primer reinjection for mtDN cle sequencing, High

_reinj_recych3 B4

3rd B4 primer reinjection for mt e-cycle sequencing, High

_reinj_recych3 C1

3rd C1 primer reinjection for A re-cycle sequencing, High

_reinj_recych3 C2

3rd C2 primer reinjection DNA re-cycle sequencing, High

_reinj_recych3 D1

3rd D1 primer reinjeg(® mtDNA re-cycle sequencing, High

_reinj_recych3 D2

_reinj2

3rd D2 primer rei jeched for mtDNA re-cycle sequencing, High
2nd Re |nject|ory§5ample for mtDNA

_reinj2 2nd reinject%

_reinj2_Al 2nd Al prif™ éinjection for mtDNA cycle sequencing

_reinj2_ A4 2ndA4@ﬁer reinjection for mtDNA cycle sequencing

_reinj2_B1 b‘ 2nANBLprimer reinjection for mtDNA cycle sequencing

_reinj2_ B4 primer reinjection for mtDNA cycle sequencing
reinjgéz i d C1 primer reinjection for mtDNA cycle sequencing

C2

2nd C2 primer reinjection for mtDNA cycle sequencing

2nd D1 primer reinjection for mtDNA cycle sequencing

ﬁ D1‘(\

einj2 SR

2nd D2 primer reinjection for mtDNA cycle sequencing

3rd Re-injection of sample for mtDNA

3rd reinjection

v_rei N
{reiN
fj3 Al

3rd Al primer reinjection for mtDNA cycle sequencing

_reinj3_A4 3rd A4 primer reinjection for mtDNA cycle sequencing
_reinj3_B1 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 -
_reinj3 D2 3rd D2 primer reinjection for mtDNA cycle sequencing P
_rerun Rerun ¢
_rerun_0.05 Rerun at 1/20 dilution
_rerun 0.1 Rerun at 1/10 dilution \
“rerun 0.2 Rerun at 1/5 dilution [o A\
_rerun_hi Rerun at high parameter (\U
_rerun2 2nd rerun ¢ ~
_rerun3 3rd rerun 0\
S Scrapings suffix &\.
~S(2) Scrapings suffix resubmission o (\U
_SF Sperm Cell Fraction N\
_SW Items swabbed (
~SWR Swab Remains Fraction 6 )
_ Touched items swabl€d @CME suffix
Y Y-STRsuffix
2 Sequential num ntifier
H High for poy ntrols in ID31 STRs
-HVI HVI Conti
-HVI dup Dug}ic of HVI contig
-HVII é HW Chntig
HVII d lication of HVII contig

_‘\& )
> L
v

Q
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