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GUIDING PRINCIPLES AND SCOPE

Case management is the process by which an analyst shepherds the evidence samples through the
testing process. It is the responsibility of the analyst to ensure that samples receive the necessary
analysis, analytical results are evaluated promptly, any analytical problems resolved, the results
interpreted, and the final report written - all within the time frame dictated by the target date.

Since the Department has different teams, this section discusses the proces'%general. Refer to
the specific procedures within the technical manuals, if necessary. 2

PROCEDURE ®Q
A. Rotation system @
1. Many of the processes described in t wing sections are handled by the

rotation staff and not the interpret%n lyst. One goal of the rotation system is
to rapidly and efficiently extraﬂT{ tify, and amplify samples. Automatic
submission of sexual assault gampfes to extraction and “autoaliquot” for
amplification are two e of this. Workflow and paperwork is coordinated
by the supervisors and uted to the interpreting analysts.

2. It is the responsibj the analyst to examine the samples and paperwork for
completenessaQA uracy of case numbers, sample identifiers, etc. Any
discrepana \consistencies, or omissions must be resolved by the analyst, in
consultatg Qlth a supervisor if needed, before obtaining a witness and/or

con?c testing.

3. It is the responsibility of the witness to examine the samples and paperwork for
completeness and accuracy of case numbers, sample identifiers, etc. As above,
resolve any issues prior to commencing testing.

B. Case assignment

Case management begins as soon as an analyst picks up a file for evidence examination.
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1. Cases are self-assigned by the analyst by taking the next case in target date order.

Once the analyst accepts a case for examination, the file is given to a member of
the evidence sign-in team who will update the log book with the initials of the
examining analyst and/or reporting analyst, supervisor, and assistant director
along with the date the case is picked up.

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

If this is additional evidence or an exemplar on a previou %orted case,
evaluate the earlier work. 0

a. It may be necessary to submit earlier DN@Qacts for additional testing.

b. If an exemplar is submitted, type it NA systems necessary for

comparison. Q

Obtain the evidence from the evi '\torage area and sign the chain of custody.

8

Initial analyses OK

1.

2.

Examine the eviden%gee Evidence Exam).

Submit sampd 30, amylase, or DNA extraction as needed. Ensure that
“true exe samples and “pseudo-exemplar” samples are submitted on
exemplar ction sheets and that evidence samples are submitted on the

app% on-exemplar extraction sheets.
At thi$ point, a draft report should be started by the analyst. Fill in the top block,
evidence received section and the signature block at a minimum.

A case tracking worksheet may also be started by the analyst. These worksheets
allow for tracking of samples, including analytical results, dates of submission for
the different tests, etc.
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5. When P30 or amylase results are returned to you, review the paperwork for

completeness and accuracy; any discrepancies or omissions need to be corrected
by the analyst who performed the test. Check especially for correct FB number,
swab description or stain description.

The P30 and amylase results must be properly interpreted; review the interpretation
guidelines in the Biochemistry Manual if necessary.

If P30 results are less than but close to the 2ng level (for body ¢ %/abs) or the 0.05
level (for other samples), a slide should be prepared from the and a sperm search
done.

completeness and accuracy; any discrepancies or ORJ#&3§10ns need to be corrected by the
analyst who performed the test. Check especimor correct FB number, swab
description or stain description. In addition, all the quantitation results for your
case. The following information should e ked:

6. When extraction and quantitation results are returg@@, review the paperwork for

a. Does the extraction negative om(1(n DNA?

b. If neat and dilution r su‘f&re tested, do the results correlate with each other?
C. Is the DNA conc n too high?
>
d. Was there & em with inhibition and/or background fluorescence preventing a
determingtiQs of the DNA concentration? If so, the sample may need cleaning up

usu‘g ocon followed by Quantitation.
If re-quantitation is needed due to any of the aforementioned reasons, this is generally
taken care of automatically by the Quantitation rotation. Ensure that the extract tracking
form has been signed.

If Microcon is needed, this may be performed either by the analyst, or as part of the
rotation. The auto-aliquot of extraction sets do not wait for Microcon samples.
Therefore, these samples should be aliquotted for amplification by the analyst.
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D. DNA typing and case evaluation

1.

Once acceptable Quantitation results are available, the DNA samples requiring
amplification must be aliquotted. This is generally taken care of automatically by
the STR rotation, or a similar rotation, for the initial extraction sets of evidence
for Identifiler. Any additional testing, reamplifications, etc. are taken care of by
the IA.

\% is automatically
not performed and is
he sample must be

oh the network.

a. In some groups, the duplication process of amplifj
performed by the STR rotation. If this duplicati
necessary, or if the sample needs reamplific
placed on an amplification aliquot work

b. Fill out the electronic amplification @heet listing the samples and
their concentrations. Make sur se'the correct tab of the worksheet for
the appropriate ampllflcatlonh\ ntifiler, Y’s, etc.).

c Fill out the DNA extratf&%ng form once you are notified that your
sample has been aliq nd sent for amplification. Note the purpose
the aliquot(s) w. (Identifiler, Y’s, etc.).

Once amplification DNA typing results are returned to you, review the
paperwork for co ness and accuracy; any discrepancies or omissions need to
be corrected b nalyst who performed the test. Check especially for correct
FB numb description or stain description. In addition, review all the
electrop ams for your case.

a. ?Review the STR 3130xI Control Review Worksheet to ensure that the the
positive control, amplification negative, and extraction negative (if
applicable) gave the expected results. If not, the samples may need to be
re-amplified or even re-extracted.

b. 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.
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C. Was a partial DNA profile detected in your sample? If so, it may be

necessary to perform further testing.

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 list of samples to be re-run and specify how much
amplification product should be run or increased injection time. Racks to
hold samples to be re-run are in the amplified DNA rgfrigerators. This is
generally taken care of automatically by the STR n.

Alternatively, it may be necessary to re-ampli ith more DNA extract or
less DNA extract (if PCR inhibitors are s cted), or perform a microcon

procedure. §
Was your sample over-amplifieﬁf S0, was the sample added to the list
of samples requiring re-run? & generally taken care of automatically

by the STR rotation. Q

Alternatively, submit h(e](mple for amplification again with less DNA

extract. &O

les properly edited? Evaluate any editing that was done
; examine the electropherograms for artifacts, over-
, or other problems. If the sample was not edited properly,

ampliiigﬁ
aslg@malyst to re-edit and reprint the electropherograms; make sure the
n Iting is added and dated on the editing worksheet.

there a mixture of DNA in your sample? If so, it may require
duplication in a DNA system (the same one or a different one). Mixtures
may also be amplified with more template DNA for better results.

Avre there other samples that may require duplication? If so, identify those
samples and start the appropriate steps (i.e., re-extraction or re-
amplification).
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I. Do the DNA results make sense in the context of the case and/or sample?
If not, there may have been a sample mix-up at the aliquot, amplification,
or DNA typing steps. Discuss with your supervisor.

Review the DNA typing paperwork as soon as possible so that ample time
remains to deal with any analytical problems.

3. Once initial DNA results are obtained, compare them to the KAGE database
for potential matches. This may require you to determing A profile(s)
present in a mixture, and may require consultation Wi% ervisor.

KAGE; either or both
to be found using LINKAGE

There are two ways to perform the comparison
may be used. It is possible for potential matc
especially when partial profiles are being ¢ red; this is due in part to the
inability of LINKAGE to handle more two alleles per locus. Any potential
case-to-case matches not identified i AGE will be picked up by LDIS once
the profile is entered there. Q

If a sample from your case n{tga{a sample from a previous case, consult with
your supervisor and fol v@ current local hit notification guidelines.

a. Scan LINKA@visually for your profile.

This @ assumes that LINKAGE is arranged, from left to right, using

Cofi \md Profiler Plus loci order. To scan LINKAGE visually for your

p&,& place the cursor in the D3S1358 field and press Ctrl-Z (zoom),

g} enter your D3S1358 value (e.g. 15 space 16, or 15) and click on OK.

?‘F is 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.

It is not necessary to scan the partial profiles listed at the beginning of
LINKAGE.
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b. Perform a query in LINKAGE

This approach may be used for full or partial profiles. Under the File
menu, select “NEW?”, then select “QUERY”; select the LINKAGE
database as the database to query. Place a checkmark in all loci, FB # and
Backlog #. Type in the desired values (e.g., some or all of the alleles in
each locus). Enter values for as many or as few loci as wanted,
understand, however that entering few may yield a Ia% number of
potential matches to evaluate and entering many ss a potential
match that is lacking one or more loci. It may ful to choose rarer
alleles when performing a query. Run the pressing F8, clicking

on the “blue gears” on the menu bar, or ¢ | g “Run Query” from the
Query menu §

When entering values for the D aI les, do not use commas or more
than one space between aIIeI |II cause a potential match to be

missed! Q

Not all samples require DN (lfsis in all available DNA systems; in fact, the
majority of samples req wo y Identifiler. Submission of samples for Y STR
typing is case depen enk

The DNA system n for additional testing may depend on the nature of the
case. .

a. \A@e only DNA alleles detected in a semen-containing sample those
e victim? If so, amplification using Y STR’s may be needed.

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

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

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

8. Prepare a PCR Statistics sheet, if necessary. Enter all alleles that meet the allele
calling criteria.

9. Prepare a DNA Profile Evaluation form, if necessary. Follow the guidelines listed
for eligible profiles to determine how many (if any) alleles to enter at each locus.

10. Search the CODIS/LINKAGE profile(s) against Lab Typgd\ kattial and date the
DNA Profile Evaluation form. 0

11.  Fill out a DNA Productivity Sheet. Q

12. Do a review of the file to ensure that all th@sary paperwork is present and is
organized in a logical format. Q

13. Finalize the report. Before submi@to a supervisor for review, make sure the
report is logical, consistent, ac%, nd complete.

\
E. Case Completion s\o

A case is considered co hen the analytical work is done, the report is written, the
case file passes techai administrative reviews and the report is distributed to the
requesting agenc ollowing are items required prior to the dissemination of the

report c)
1. Ret@vidence

Bring the original voucher(s) to the Evidence Unit. The Evidence Unit will obtain
the item(s), attach the voucher(s), and prepare the item(s) for “pending release to
the Property Clerk” using their normal procedures. This process removes the
items(s) from the cages and transfers them to barrels and/or boxes. With the
exception of post-mortem items and exemplars, there should no longer be retained
samples indicated on the chains of custody.
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2. Finalization of case file

Examination documentation is usually generated by the laboratory and includes
reference to procedures followed, test conducted, standards and control used,
diagrams, printouts, photographs, documentation of observations, and results of
examinations on evidence. The case number and the handwritten initials of the
Reporting Analyst must appear on each page of the examination documentation.
Additionally, the handwritten initials of the person generatingrthe examination

documentation must appear on each page generated by th on.
Page numbers are placed at the bottom margin of t s on the examination
documentation (right-hand side) of the casefile, Y with the bottom page.

page number and be on the top. Continue e numbering if additional
analyses are done after a report has bemue and/or if there is more than one
file folder for a case. Do not start ov page one.

The last page should be the productivity wor% hich will have the highest

The case number must also appﬁ&the Administrative Documentation (left-
hand side) of the case file. K

<O

F. Report Routing 6

The Reporting Analy%@ponsible for completing the Forensic Biology Report Route
Sheet to indicate '\agencies are to receive the report. Reports are scanned by the
administrative te&oloaded to the NYPD Electronic Case Management System
(ECMS) ang s a email to the appropriate agencies. In addition to ECMS reports are
distributed OWS:

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

2. Sexual Assaults and Suspect files for Sexual Assaults: Reports are supplied to the
Bureau Chief of the appropriate Sex Crimes Bureau.
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3. Miscellaneous and all other Suspect files: Reports are supplied to the District
Attorney’s Office (to the assigned ADA) and/or NYPD units (to the assigned
Detective).
4, Property Crimes and Weapons case reports are only supplied to the District

Attorney’s offices if a suspect has been arrested.

Revision History:
February 9, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE

Under certain circumstances it may be advantageotsplete a case file without issuing a
technical report on the findings. Many cases submitted to the Department of Forensic Biology
are resolved without relying on the data generated from the evidence. For example, plea
agreements, recanted complaints, or investigative results that indicate no crime was committed
are all reasons why testing results on submitted evidence may not be needed. In many of those
situations cessation of testing, report writing, and/or technical review will prevent unnecessary
expenditure of Forensic Biology resources.

This document describes the process to administratively clo@a

PROCEDURE @

1. Cases are eligible for administrative cIosN the following are true:

* An appropriate entity, e.g., AD Liaison Unit, has provided written
confirmation (letter, e-mail) th t orensic Biology report is no longer needed.

* Any DNA profiles that mi h@\entlaﬂy be generated from testing the evidentiary
items would not be C ble (as per the usual rules for determining CODIS

eligibility).
Unless no crime oe , testlng on items of evidence that might produce a CODIS-
eligible profile tegj ust continue and a report must be issued.

2. The Crimigali qupervisor responsible for the case evaluates whether the case
qualifies f(%ﬂministrative close-out.

* 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.

3. The Criminalist IV obtains approval for administrative closure from a manager
* The manager must be able to review the written documentation confirming that the

DNA report is not needed
» The Criminalist IV documents the approval in the case contacts
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4, Securing data and evidence

Depending on the status of the testing, different steps are required before the case can be
closed. In all scenarios the evidence is returned to the Evidence Unit.

a. Evidence was examined, no extraction
* Remove samples from the extraction sheet(s).
* Reunite clippings with retained stains or evidence iteigs before the evidence is
returned. However, if the evidence was swabbee\@o.Ol% SDS the swab is
extracted and tested to avoid degradation iss@'

b. Samples were extracted and/or quantitated
» Extracts of biological fluid stains and SC samples are saved.
» Extracts for low level DNA items, su S a touched object, are amplified and
run, but the data is not interpret

C. Samples were amplified
* The STR typing steps, inel g run analysis and editing, are completed, but

the data is not interpre{d.

d. Samples were run s\
* Electropherogr are included in the case file, but the data is not interpreted

5. Administrative Rep@

o All technigéﬁss are numbered and initialed

e The pr ivity worksheet is filled out to capture the completed analytical steps
» The rep§rt contains the header and the evidence disposition section, but no results.
The first page should have the following sentence:

“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.”

* The report date is entered into the electronic case logbook.
* Enter “Admin only” into the “comments” section to indicate that this is an
administrative completion that does not require a technical review.
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6. Administrative Review and Report Distribution

* The case is submitted to administrative review.

* If the case is less than one year old the report is distributed in the usual manner. If the
case is older than one year, the report is maintained in the case file, but is not
distributed

Revision History:
May 13, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE:

An administrative review is the final evaluation (editorial review) of the report and case file
documentation (notes and worksheets) and must be completed prior to the distribution of the
report. It is part of the administrative review process to verify the information in the case
logbook and then enter the productivity metrics reflecting the number of tests that were done for
a case using the data fields in the Admin subform window.

A program of administrative review for reports issued by the Departmen%rensic Biology
helps to ensure that reports and case file documentation are in complia the guiding
principles and procedures in the Department’s management system. I-“?auent, immediate
report distribution minimizes delays through file batching and tra@

Documentation of the completion of administrative reviewgis ated by dating the
“Administrative Review Date” line and initialing the “Ad trative Reviewer” line on the last
page of each report. The report can now proceed to s ing and distribution. For minor
changes in the case file, such as missing page nu orinitials, the case file will be routed
back to the analyst after the report scanning ar}dl;%ibution.

te

If the report itself requires corrections, or t chnical review signature and/or date are missing,
the administrative review is not started%g@ ase file is returned to the reporting analyst or
supervisor and is resubmitted for adguinrative review after all corrections have been made.

No reports can be issued witho t@ompleted administrative review; this includes high priority
(*rush”) cases. ¢ A

Administrative review ;Qe performed by the Forensic Biology Administrative Team as well
as by Criminalists her titles.

Report distribution is performed after the completion of administrative review and should be
carried out on the same day as the administrative review. All original reports are scanned and
saved in pdf format prior to distribution.

This procedure describes the administrative review and report distribution process for the
Department. Section F discusses the subsequent routing of the case file.
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PROCEDURE:

A

Report Readiness

Perform the following steps to decide if the case file is ready for the administrative
review step.

1.

Ensure the following items are accurate and complete in the report:

a) Title block: FB# or proficiency test # / victim nam%pect name /
complaint # / ME # / arrest #/ NYSID # / Start % E name & date of

autopsy

b) Header: FB#, the victim’s or supect’s namg@ applicable, an ME#.
The header must appear on all pages, ex e first page.

C) Text: check footnotes and page numgbeX§”ensure the report is signed.

d) Evidence received and disposition: C for correct evidence itemization
numbering (based on vouc for sexual assault kits on the kit
inventory), voucher #, dat e&{e ce received and description of items in

the of the report; chec ?l/ orrect disposition statements and retained
items.

Use the DNA/SeroIogy S|on Tracking & Productivity Form to compare the
dates to the dates in 8 ort Ensure there is a copy of each voucher in the file.

If the report is ¢ ete and ready to be issued and the Tech Review signature is
in place pro ith administrative review as outlined below. If not, return file
to IAor | visor.

©)

Administr?’éd?eview

1.

Open the case record in the appropriate case logbook (Case Log Book or Suspect
Log Book) database.

Complete the ADMIN SUBFORM field in the database as outlined below.

For cases where an Amended Report without any more work has been issued,
the administrative review is only documented in the case file. Sign and date the
appropriate areas on the signature page of the report. Open the case record in the
Access databases merely for confirming that the new report date was added to the
ADDITIONAL INFO text box. No other actions and no second case record are
required.
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For cases where an Additional Report was issued without additional testing, a
second record will be in the logbook and the admin review must follow the steps
outlined below, except that there will be no productivity data to enter.

For Administrative Completion of Cases (a case file is closed out without
issuing a technical report on the findings; for example after a stop testing request)
an administrative report is written and submitted for administrative review and
report distribution as usual. The administrative review must be completed as
usual, but please note that no technical review date is req%

see if they are filled in appropriately. Obvious mi ust be corrected.

Before proceeding with the review, check the data fiegg@he case log book to

Exercise care when entering data as the Access Ses are not overwrite-
protected. Before entering anything, especjal n updating an existing record,
ensure that the right record and the correct ield is selected. Also, take a

moment to double-check what was ent See below for expected entries in
some of the data fields.

Update the following data fiel e VOUCHER SUBFORM. Most of the
fields will have been filled by"the evidence sign—in staff, whereas other fields

need entries by the adm&u ve reviewer. Please ensure that data in all fields
are accurate. Use theqJ abMLinction to automatically populate the fields that have
entries in the main Log Book window.

Voucher Su@g:

FB#
. ile #.

EU#
e Each voucher has a separate Evidence Unit or EU#.

Voucher#
e List all vouchers received.
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D#

e The D# can be found on the voucher. This number corresponds to the entry in
the FID/OCME Liaison Unit DNA Evidence Management Program (DEMP).

PM Sample
e Record all PM items in the following format, PM__to_ . Ex: PM 1to 7.

FBio Date Rec
e Date first item was received on the 5" fl. See Table bo@or exceptions.

Submitted Items $

e Total # of items submitted for each voucher or mples. This is the
number of items listed on voucher and do ve to match the number of
items actually received for examinatio ample, a sexual assault kit
counts as one item submitted but copfainSmany envelopes of evidence that
are all counted as items received.'\

# of Items Examined Q
e Total # of items examined for{gach voucher or as PM samples, as listed on the
DNA/Serology Submng Tracking & Productivity form.

# of Items Not Exanige
e Total # of ite xamined for each voucher or as PM samples, as listed on

the DNA{SQ Submission Tracking & Productivity form.

N\
Report D§
. DaiK he finished report.
Testiig Completed

e This date reflects the date the last technical result, as listed on the
DNA/Serology Submission Tracking & Productivity form.

EU Date received

e This is the date the evidence is received in the agency. The date received for
each voucher must be the date the voucher was received by the EU. This date
will be the first date on the chain of custody.
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Sign-in Initials
e Initials of person who signed in the evidence.

Admin. Initials
e |Initials of person who performed administrative review.

8. See Table 1 below for expected values for the dates recorded in the logbook and
the voucher subform.

TABLE 1

FBio Date EU

Received Date Started

Case scenario

3
] .. Date first voucher Evidence exam
Outside submission, | . . . : 0

is signed in on ceived at the | date for first item
case record 1 of 1 th )

5" floor sub level EU in the case
post

N
\ O Date first
) .. Date fir additional Evidence exam
Outside submission, . . )
a nal voucher is date for first
case record 2 of 2 Ner is si : h ional i .
(see note below) X er |stﬁ|gned received at the | additional item in
é inton the 5™ floor | sub level EU the case
O p post
. AU Date red bin
N : was received by .
. Date on red bin Evidence exam
Cases W, t the EU as L
sample batch o date for first item
morte& S sheet indicated on the in the case
chain of
custody
FBio = EU date

Date where
additional testing
on in-house item
is started

Additional testing Date where
without new outside | assignment was See FBio date
submissions accepted or

decided upon

DNA testing on
Sexual assault kits Serology report Serology report | Serology report
after a serology date date date

report
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Case scenario FBio !I)ate EU I:_)ate Date Started
Received Received
Storage cases that FBio = EU date Date where
Date where

are activated; for
example a missing
persons case

additional testing
on in-house item
is started

assignment was See FBio date
accepted or
decided upon

Can be the date of

Report only cases Should be equal Should be ¢ Jf:r(‘)ernadzfrlitslgr?a:)r
P y to Date Started to Date S P ’
$ the date of the

O\ report

Note: Additional vouchers or cases still in p sare signed in under the
original case record. Second or mo ds are only created if the
assignment is completed, a rep as¥een written, and administratively

reviewed, or if the additional gv ce is scheduled for a different team
(for example Mitochondri@& or Hybrid).

repeat information from t in Case Log Book window; use the Tab function
to automatically popula fields. The information for the other data fields
can be found on the & erology Submission Tracking & Productivity form.

From Case LC@

FB# (FopeNgiC Biology)
o Aqu illed out. Double check number listed on report.

9. Complete the Admin 2007 su? onpf section in the database. The initial fields

ME#XMedical Examiner)
e All samples received from autopsy will have this completed. Double check
number listed on report.

Complaint#

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.
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Case Type

SEXA - Sexual Assaults

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” is also
an assault.

PATR — Case type used for paternity hold requests only.

Note: Fetus cases or other paternities in sexual assaul @Jld be SEXA.
PROP — Property Crimes, Burglaries, Robbery, and Invasion.

MISS — Missing person; Case type used for unideqtied bodies or body parts.
WEAP — Criminal possession of a weapon, ( . Also, found fire arm or
reckless endangerment if weapon is not a %ed with another crime.
DRUG - Drug possession or other dru@!d offenses.

SEXPL — Sex crime related to publj ess, ex. subway masturbator.

OTHER - Catch all for other cr| s such as arson, hate crimes or for non
criminal activity post mortem “Other” should be used if suicide or
accidents are signed in, ex. Indlcate the nature of the case in the

Additional Info. box fo e, suicide”.
SUSPECT - Suspe F§

Analysis Type

HCN - Select theduled testing is for regular STR’s.
HIGH SE Iected if increased cycle number testing is scheduled.

ases where evidence is scheduled for regular STR and increased
cycl ber testing

— Scheduled for mito testing.

Y ID — Cases where unknown bodies or body parts are actively
compared to reference samples.
ID DATA 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

e For the majority of cases this will be the person who signed the report. Check
that the same person initialed the pages on the right side of the case file and
signed off on the report.

e Do not change the Case Log Book entry if the intials do not match. There are
several circumstances where the Criminalist listed as the RA in Access does

not sign the report. \6
(%

CODIS Profile 0
e Check box if there is a CODIS Profile. Q

FBio Date Recvd @
e Alsoin Case Log Book Q
Date Exam Started '\

e From DNA/Serology Subn-&h@ﬂacking & Productivity form

Report Date

e From report. G\OK

Admin Review
e Date of ad ative review indicating that the case was completed,and that

all Iev@q iew have been performed.

Total hers
° of vouchers as documented in the casefile.

Total # Items recvd

e The actual number of items received as documented in the case file.

e 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
voucher.

The following numbers, if applicable, must to be entered:
0 #ITEMS EXAMINED

o #ITEMS NOT EXAMINED

0 SAMPLES FOR EXTRACTION

0 SAMPLES FOR QUANTITATION

0 SAMPLES AMPLIFIED
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10.

11.

STR INJECTIONS ANALYZED

# STR LOCI INTERPRETED

MtDNA QUANTITATION

LINEAR ARRAY

# Mt SEQ CONTIG

TOTAL AP TESTS

TOTAL P30 TESTS

SPERM SEARCHES

TOTAL SEMEN TESTS

TOTAL AMYLASE TESTS @\?
TOTAL KM TESTS 0
TOTAL SEROLOGY TESTS Q

OO0O0O0OO0OO0O0O0O0OO0OO0OO0OO0

TOTAL ALL TESTS
Hospital

e Select the hospital that is listed o @exual Offense Kit Inventory Sheet
from the drop down menu. If &i)\g IS not listed on the drop down menu,

select OTHER. If no hospit ted on the Sexual Offense Kit Inventory
Sheet then select UNKNO

Admin Initials gﬁi‘oK
e Admin. Reviewe’&i ials.

EU Date Rece%x@

e Alsoin C’a\ og Book.

Perfor &Ilowing steps after all information is entered into the Access

dat%.

a) Check examination notes for analyst’s initials, FB# and page#.

b) Ensure that the FB# is written on all pages of administrative
documentation on the left side of the case file.

C) Document the administrative review by dating and initialing the
administrative review lines on the last page of the report.

d) If everything is in order the case can proceed to report scanning and

distribution. Baring exigent circumstances, this must be done on the same
day as the administrative review.

For minor the changes such as missing page numbers or initials, the case file will
be routed back to the analyst after scan and upload is completed
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C. Administrative Review additional information

Use the Proficiency / Backlog Admin Review database to capture a basic set of
information on proficiency tests and non-FB cases. This database can be found under
Admin Review Forms in the Forensic Biology Access Main Switchboard.

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 Switg@rd.

D. Scanning of report(s) utilizing the scanner (Fujitsu Sca@ S1500)

1. Check the bottom right hand corner of the screen where the application
icons are located. The scanner is ready if a circle with a white “S” is
displayed.

2. Place report face down and upside d
scanned at a time. A route sheetds

(Mq the scanner. Only one report can be
internal purposes and will not be scanned.

3. Press the blue (scan) button to Scdn,the report

4. Select “scan to folder”.

5. In the “specify file name} g box change the pdf file name from date & time
to the appropriate FB¢ (€., 10S0034; 1000263; 0906754a).

6. In the “specify desti%mn folder” dialog box save the pdf file in the appropriate
reports directory, \@ e browse button. (e.g., M:\\FBIOLOGY_MAIN\
Reports\SusperBlO-S).

5

. Select “Saw€™\ ¥Files were saved successfully” is displayed.
8. To cange( the*scan, select “Cancel” and close out the dialog box. Select “yes” to
del ile.

E. Report Distribution

The Forensic Biology Report Route Sheet indicates where the report needs to be sent. All
reports with a complaint number are uploaded to NYPD Enterprise Case Management
System (ECMS). The following reports (.pdf files) are then sent to the DA’s Offices
using the DNALab email account:

- 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 other paperwork.
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All crime types where the 61 form or other submitted paperwork does not indicate that an
arrest has occurred are not routinely sent to the DA’s Offices; this includes property
crimes, assaults, and criminal possession of a weapon.

The completion of the report distribution must be documented by initialing and dating the
Report Route Sheet.

Note: The original of the report is always maintained in the Forensic Biology case file.

1. OCME Records (via inter-office mail) @\'6

For all reports with an ME#: make a copy of the r

@bnd forward it via
interoffice mail to “Records Department, 4™ Flo%

2. NYPD ECMS (via electronic upload) @

a)
b)

c)

d)

9)

Click on the Internet Expl hcggand navigate to URL.:
http://10.152.144.123/e is is the log in screen.

On the Log in screen: e Login ID and Password. Then click on
the “Login” button. ring an initial log in, the user will be prompted to
change their paw.
After success€ul In, the NYPD ECMS Screen will appear. To upload a
new Forensi%ology report, click on the “DNA Attachment” button
(bottom rj orner).
Anothe™NNYPD ECMS screen will appear. Fill in the following

in on: the identification date (the date that a report is being scanned

% loaded); the Forensic Biology number (format: FB09-00001);

&: E number and EU number are optional (can be left blank), and the
complaint number (format: year — precinct — number).

Click on the “View Complaint” button to compare the complaint to the
one in the file. Verify that the information corresponds.
To attach the file (Forensic Biology report), click the “Upload” button.
This will open a file browser. Browse for the file, highlight the pdf
version, and click open.
The uploaded file can be viewed by clicking on the “View” button. If an
incorrect file was uploaded then click on the “Upload” button again,
browse for the correct file and click open. This will overwrite the
previous attachment.
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h) Once 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.

i) 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 “Dale ption from the
“Action” button. At this point, the entry will not arded to the case
folder and a system message “The Forensics deleted successfully”
appears. Click on the “Close Window” but@\

3. DA(s) Offices (via email) %

a) Click on the inbox for the D A@mailbox.

b) From the top menu, click g %\Q . This will open a “New” e-mail
message.

C) Click on “Send” from tfe}gp menu of the new e-mail message. On the
“Send” toolbar, clickghe *Options” drop down menu button and select
“From”. This s needs to be done the first time. Afterwards, the
“From” line soulM, appear upon clicking “New”. Now place the cursor on
the “From” Ind type “DNALab” to send from the DNALab mailbox.
Otherwi e-mail will be sent from the user’s own mailbox.

d) Place ursor on the “To” line and type in the designated DA Office e-
m ess.

e) cg the cursor on the “Subject” line and type in the offense type and the

ictim’s or suspect’s name (e.g., Homicide / (S) Goethals Bridge). Click
on the paper clip icon (top toolbar) to attach the pdf file.

f) Replace a personal e-mail signature block with the FB Dept. e-mail

signature block. Do this by copying and pasting from a previous sent e-
mail in the “Sent Items Archive” of the DNALab mailbox.
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Department of Forensic Biology
Office of Chief Medical Examiner
421 East 26" Street

New York, New York 10016

Tel: 212-323-1200

Fax: 212-323-1590

Email: DNALab@ocme.nyc.gov
Web: www.nyc.gov/ocme

Q) No text is needed in the body of the e-mail. There is exception — if the
report is meant for a specific Assistant District At , the report is still
sent to the main email address, but “ATTN: A ...name here....” Is
added in the body of the email in bold bloc .

h) E-mails that are sent to DA’s Offices are atically placed in the “Sent
items” of the e-mail inbox. To archiv e-mails, move the sent e-
mails from the “Sent items” of the } to the “Sent Items Archive” of
DNALab mailbox.

Other (e.g., outside jurisdiction, c@lon counsel, AUSA)

a) Please follow the ms%g'lﬁs on the route sheet if the report can be sent
via email.

b) Please forward t to the A team if the report needs to be faxed or
mailed as a h@copy.

F. Case file routing .\AQ

1.

Follow t@ file routing instructions on the Report Route Sheet to direct the
filefo i t destination. Unless minor corrections are necessary, or additional
testi eds to be scheduled, the file should be ready to be filed.

Use the Forensic Biology Internal File Route Sheet to indicate any destinations
other than the filing bin and affix this sheet to the outside of the file. Unless there
are exigent circumstances, do not use sticky notes.

Prepare an out-guide stating the initials of the receiving Forensic Biology staff
member, team, or CODIS for all files that are not routed to either the filing bin or
to the 5" floor DNA sign in area for more testing to be scheduled. Place all out-
guides in the filing bin. This is necessary to have a current location for all cases
that according to the Access logbook are not in progress anymore. Cases with
additional testing leading to a new report will receive a new record in Access and
do not need an out guide.

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

All printed versions are non-controlled copies.




FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT MANUAL

ADMINISTRATIVE REVIEW

DATE EFFECTIVE APPROVED BY PAGE
05-13-2010 EUGENE LIEN 14 OF 14

4. For sexual assault serology reports the file must be routed to 5 floor DNA sign in
as the collection point for sexual assault kits that need to be closed or processed
for DNA.

G. Troubleshooting

1. Only the database administrator can delete records in the Access logbooks or
forms. The database administrator is the Forensic Biology IT Manager. Ifa
record is accidentally created, or if a record shouldn’t be t&@mtify the database
administrator to delete the entry. %

2. It has been observed that for some additional repor
review database entry is missing form the Acce
reconstruct this entry, or notify the Forensi

riginal Administrative
base. If possible,
IT Manager.

3. Open an IT help desk ticket for any s;a\@ related problems.

4. ECMS will suspend user accou r three unsuccessful logins. In the event
this happens or there are any isSups,with accounts, please contact the Forensic
Biology IT Manager. K

5. The ECMS database«¢onmectivity may not work occasionally. Please continue
with the scanning anémail distribution, but make sure the case file clearly
indicates that th&@)rt .pdf still needs to be uploaded to ECMS.

>

6. A supervi@\he Administrative Team can help with any questions regarding

report gig;(rr'y) tion or file routing. For case specific questions, consult your

sup% .

Revision History:

February 9, 2010 — Initial version of procedure.

May 13, 2010 — Updated the procedure to include the evaluation of a case file to determine if it is ready for an
Administrative Review (Section A); updated the Administrative Review Procedure (Section B and C);
added the steps necessary for report distribution (Section D and E); and added procedures to be followed
post-report distribution (Section F). Section G inserted to address troubleshooting.
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GUIDING PRINCIPLES AND SCOPE:

An administrative review is the final evaluation of the report and case file documentation and
must be completed prior to the release of the report. It is part of the administrative review
process to verify the information in the case logbook and then enter the productivity metrics
reflecting the number of tests that were done for a case using the data fields in the voucher
subform window.

A program of administrative review for test reports issued by the Depart%f Forensic
Biology helps to ensure that such reports accurately reflect the results 0?5' g.

This procedure describes the administrative review process for th@}rtment.

PROCEDURE: @

Administrative reviews can be performed by the E k\g;Blology Administrative Team as well
as by Criminalists and other titles. 6

1. Open the case record in the appropri%e(ke logbook database.

2. Complete the ADMIN REV§\XN9d in the database.

3. For cases where an A Report without any more work has been issued, the
administrative revie nIy documented in the case file. Sign and date the appropriate
areas on the S|gna ge of the report. Open the case record in the Access databases
merely for con that the new report date was added to the ADDITIONAL INFO
text box. N r actions and no second case record are required.

4. For cases Where an Additional Report was issued without additional testing, a second
record will be in the logbook and the admin review must follow the steps outlined below,
except that there will be no productivity data to enter.
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5. Elements of administrative review pertaining to the Admin subform in the Access

databases are listed below. Exercise care when entering data as the Access databases are
not write-protected. Tab through the fields to automatically populate the fields that have
entries in the main portion of the case record window.

FB# (Forensic Biology)
e Already filled out. Double check number listed on report.

ME# (Medical Examiner) ?
e All samples received from autopsy will have this completed@ e check number
listed on report.

COMPLAINT# %
e Unique identifier for criminal cases found on t@u er or lab request. Compare
entry to the 61 as the official NYPD record

e Proofread the number on the report. '\

IA ANALYST INITIALS Q

e For the majority of cases this WI|| be e person who signed the report. Check that the
same person initialed the page

e Under the following circu s the RA in the case logbook and the Criminalist
signing the reportW| beMifferent, but the original logbook entry should stay.
O Property crlm orts reporting out the finding of insufficient DNA.
0 Reports by G, Ists still in training in cases that were managed under close

superV|S|
CODIS PR

e Check t% there is a CODIS Profile. Take information from productivity form.
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FBIO DATE RECVD
e Date the first item was received on the 5™ floor. Compare to the date from
productivity form, double check with chain of custody and correct if necessary.

For some LCN and mtDNA cases no new item was received and the date received now
reflects the date this testing type was scheduled. (In these cases the chain of custody is
often uninformative.)

DATE EXAM STARTED

e Date when the first item of evidence is examined. Compar Xisting date to the
productivity form. This should not have been changed fo quent items belonging
to the same report.

e For case with 2 or more records, the date started S M§records may vary.

REPORT DATE
e Date of finished report as listed on th@q. Check for accuracy.

ADMIN REVIEW
e Date of administrative review j ﬂ'kcatmg that the case was completed, and that all
levels of review have been K med. Enter the applicable date.

TOTAL # VOUCH E.RSQCQ

e The # of vouc d on the Submission Tracking & Productivity Form. Proofread.

e TOTAL MS RECEIVED

# ITEMSEXAMINED

# ITEMS NOT EXAMINED
SAMPLES FOR EXTRACTION
SAMPLES FOR QUANTITATION

For the foIIowS &nter the # listed on the Submission Tracking & Productivity Form:
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SAMPLES AMPLIFIED

STR INJECTIONS ANALYZED

#STR LOCI INTERPRETED

mtDNA QUANTITATION

LINEAR ARRAY

#mt SEQ CONTIG

TOTAL AP TESTS

TOTAL P30 TESTS

SPERM SEARCHES \6
TOTAL SEMEN TESTS Qo)
TOTAL AMYLASE TESTS O
TOTAL KM TESTS

TOTAL SEROLOGY TESTS &%Q

TOTAL ALL TESTS

HOSPITAL
e Select the hospital that is listed on e%ual Offense Kit Inventory Sheet from the
drop down menu. If hospital is not liptgd, select OTHER.

ADMIN INITIALS G\Oﬁ

e Reviewer’s initials
Perform the following &@1 er all information is entered into the Access database:
>

e Check examirna{ \otes for analyst’s initials, FB# and page#.
# is written on all pages of administrative documentation on the

e Ensure tha
left sid case file.
e Check th report for the accuracy and completeness of the report header on all report
pages.
0 The FB#, the victim’s name and, if applicable, an ME# must be included in the
header.

e Check numbered footnotes (if applicable) to see that all are present, correctly
numbered and not redundant.
e Ensure that the report is signed.
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e Ensure that, for DNA reports, the Tech Review section has been signed and/or dated.
(Technical review of serology-only reports may be performed after the
Administrative Review.)

e Document the administrative review by dating and initialing the administrative
review lines on the last page of the report.

e Barring exigent circumstances, the file must be routed for report scanning and
distribution to the recipients listed on the “Forensic Biology — Report Route Sheet.”

7. If changes need to be made to the report or the Tech Review signa&@s missing, the
report cannot be sent out until the corrections have been made. eport is returned to
the reporting analyst or supervisor, as appropriate to the cha eeded.

supervisor.
e After corrections are made, the files are ret
confirmation of the correction(s) and diski n.
e If corrections that do not affect the re are needed, such as missing initials on
examination notes pages, the repor, scanned and distributed and the file
returned to analysts or supervisoifo orrections afterwards.

e The administrative reviewer should keep a list ofgll returned to analysts or their
e

the administrative reviewer for

8. After report distribution the caﬁ@is routed as indicated on the “Forensic Biology —
Report Route Sheet.” 6

9. Rush cases are thosg, th require an immediate written report. Even in these
circumstances an Q@Q rative review must be conducted prior to issuing the report.

?30

Revision History:
February 9, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE:

An administrative review is the final evaluation (editorial review) of the report and case file
documentation (notes and worksheets) and must be completed prior to the distribution of the
report. It is part of the administrative review process to verify the information in the case
logbook and then enter the productivity metrics reflecting the number of tests that were done for
a case using the data fields in the Admin subform window.

A program of administrative review for reports issued by the Departmen%rensic Biology
helps to ensure that reports and case file documentation are in complia the guiding
principles and procedures in the Department’s management system. I-“?auent, immediate
report distribution minimizes delays through file batching and tra@

Documentation of the completion of administrative reviewgis ated by dating the
“Administrative Review Date” line and initialing the “Ad trative Reviewer” line on the last
page of each report. The report can now proceed to s ing and distribution. For minor
changes in the case file, such as missing page nu orinitials, the case file will be routed
back to the analyst after the report scanning ar}dl;%ibution.

te

If the report itself requires corrections, or t chnical review signature and/or date are missing,
the administrative review is not started%g@ ase file is returned to the reporting analyst or
supervisor and is resubmitted for adguinrative review after all corrections have been made.

No reports can be issued witho t@ompleted administrative review; this includes high priority
(*rush”) cases. ¢ A

Administrative review ;Qe performed by the Forensic Biology Administrative Team as well
as by Criminalists her titles.

Report distribution is performed after the completion of administrative review and should be
carried out on the same day as the administrative review. All original reports are scanned and
saved in pdf format prior to distribution.

This procedure describes the administrative review and report distribution process for the
Department. Section F discusses the subsequent routing of the case file.
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PROCEDURE:

A

Report Readiness

Perform the following steps to decide if the case file is ready for the administrative
review step.

1.

Ensure the following items are accurate and complete in the report:

a) Title block: FB# or proficiency test # / victim nam%pect name /
complaint # / ME # / arrest #/ NYSID # / Start % E name & date of

autopsy

b) Header: FB#, the victim’s or supect’s namg@ applicable, an ME#.
The header must appear on all pages, ex e first page.

C) Text: check footnotes and page numgbeX§”ensure the report is signed.

d) Evidence received and disposition: C for correct evidence itemization
numbering (based on vouc for sexual assault kits on the kit
inventory), voucher #, dat e&{e ce received and description of items in

the of the report; chec é/ll orrect disposition statements and retained
items.

Use the DNA/SeroIogy S|on Tracking & Productivity Form to compare the
dates to the dates in 8 ort Ensure there is a copy of each voucher in the file.

If the report is ¢ ete and ready to be issued and the Tech Review signature is
in place pro ith administrative review as outlined below. If not, return file
to IAor | visor.

©)

Administr?’éd?eview

1.

Open the case record in the appropriate case logbook (Case Log Book or Suspect
Log Book) database.

Complete the ADMIN SUBFORM field in the database as outlined below.

For cases where an Amended Report without any more work has been issued,
the administrative review is only documented in the case file. Sign and date the
appropriate areas on the signature page of the report. Open the case record in the
Access databases merely for confirming that the new report date was added to the
ADDITIONAL INFO text box. No other actions and no second case record are
required.
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For cases where an Additional Report was issued without additional testing, a
second record will be in the logbook and the admin review must follow the steps
outlined below, except that there will be no productivity data to enter.

For Administrative Completion of Cases (a case file is closed out without
issuing a technical report on the findings; for example after a stop testing request)
an administrative report is written and submitted for administrative review and
report distribution as usual. The administrative review must be completed as
usual, but please note that no technical review date is req%

see if they are filled in appropriately. Obvious mi ust be corrected.

Before proceeding with the review, check the data fiegg@he case log book to

Exercise care when entering data as the Access Ses are not overwrite-
protected. Before entering anything, especjal n updating an existing record,
ensure that the right record and the correct ield is selected. Also, take a

moment to double-check what was ent See below for expected entries in
some of the data fields.

Update the following data fiel e VOUCHER SUBFORM. Most of the
fields will have been filled by"the evidence sign—in staff, whereas other fields

need entries by the adm&u ve reviewer. Please ensure that data in all fields
are accurate. Use theqJ abMLinction to automatically populate the fields that have
entries in the main Log Book window.

Voucher Su@g:

FB#
° ile #.

EU#
e Each voucher has a separate Evidence Unit or EU#.

Voucher#
e List all vouchers received.
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D#

e The D# can be found on the voucher. This number corresponds to the entry in
the FID/OCME Liaison Unit DNA Evidence Management Program (DEMP).

PM Sample
e Record all PM items in the following format, PM__to_ . Ex: PM 1to 7.

FBio Date Rec
e Date first item was received on the 5" fl. See Table bo@or exceptions.

Submitted Items $

e Total # of items submitted for each voucher or mples. This is the
number of items listed on voucher and do ve to match the number of
items actually received for examinatio ample, a sexual assault kit
counts as one item submitted but copfainSmany envelopes of evidence that
are all counted as items received.'\

# of Items Examined Q
e Total # of items examined for{gaich voucher or as PM samples, as listed on the
DNA/Serology Submng Tracking & Productivity form.

# of Items Not Exanfige
e Total # of ite xamined for each voucher or as PM samples, as listed on

the DNA{SQ Submission Tracking & Productivity form.

N\
Report D§
. DaiK he finished report.
Testiig Completed

e This date reflects the date the last technical result, as listed on the
DNA/Serology Submission Tracking & Productivity form.

EU Date received

e This is the date the evidence is received in the agency. The date received for
each voucher must be the date the voucher was received by the EU. This date
will be the first date on the chain of custody.
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Sign-in Initials
e Initials of person who signed in the evidence.

Admin. Initials
e Initials of person who performed administrative review.

8. See Table 1 below for expected values for the dates recorded in the logbook and
the voucher subform.

TABLE 1

FBio Date EU

Received Date Started

Case scenario

3
] .. Date first voucher Evidence exam
Outside submission, | . . . : 0

is signed in on ceived at the | date for first item
case record 1 of 1 th )

5" floor sub level EU in the case
post

N
\ O Date first
) .. Date fir additional Evidence exam
Outside submission, . . )
a nal voucher is date for first
case record 2 of 2 Ner is si : h ional i .
(see note below) X er |stﬁ|gned received at the | additional item in
é inton the 5™ floor | sub level EU the case
O p post
. AU Date red bin
N : was received by .
. Date on red bin Evidence exam
Cases W, t the EU as L
sample batch o date for first item
morte& S sheet indicated on the in the case
chain of
custody
FBio = EU date

Date where
additional testing
on in-house item
is started

Additional testing Date where
without new outside | assignment was See FBio date
submissions accepted or

decided upon

DNA testing on
Sexual assault kits Serology report Serology report | Serology report
after a serology date date date

report
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Case scenario FBio !I)ate EU I:_)ate Date Started
Received Received
Storage cases that FBio = EU date Date where
Date where

are activated; for
example a missing
persons case

additional testing
on in-house item
is started

assignment was See FBio date
accepted or
decided upon

Can be the date of

Report only cases Should be equal Should be ¢ Jf:r(‘)ernadzfrlitslgr?a:)r
P y to Date Started to Date S P ’
$ the date of the

O\ report

Note: Additional vouchers or cases still in p sare signed in under the
original case record. Second or mo ds are only created if the
assignment is completed, a rep as¥een written, and administratively

reviewed, or if the additional gv ce is scheduled for a different team
(for example Mitochondri@& or Hybrid).

repeat information from t in Case Log Book window; use the Tab function
to automatically popula fields. The information for the other data fields
can be found on the & erology Submission Tracking & Productivity form.

From Case LC@

FB# (FopeNgiC Biology)
o Aqu illed out. Double check number listed on report.

9. Complete the Admin 2007 su? onpf section in the database. The initial fields

ME#XMedical Examiner)
e All samples received from autopsy will have this completed. Double check
number listed on report.

Complaint#

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.

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



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT MANUAL

ADMINISTRATIVE REVIEW

DATE EFFECTIVE APPROVED BY PAGE
12-13-2010 EUGENE LIEN 7 OF 15
Case Type

SEXA - Sexual Assaults

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” is also
an assault.

PATR — Case type used for paternity hold requests only.

Note: Fetus cases or other paternities in sexual assaul @Jld be SEXA.
PROP — Property Crimes, Burglaries, Robbery, and Invasion.

MISS — Missing person; Case type used for unideqtied bodies or body parts.
WEAP — Criminal possession of a weapon, ( . Also, found fire arm or
reckless endangerment if weapon is not a %ed with another crime.
DRUG - Drug possession or other dru@!d offenses.

SEXPL — Sex crime related to publj ess, ex. subway masturbator.

OTHER - Catch all for other cr| s such as arson, hate crimes or for non
criminal activity post mortem “Other” should be used if suicide or
accidents are signed in, ex. Indlcate the nature of the case in the

Additional Info. box fo e, suicide”.
SUSPECT - Suspe F§

Analysis Type

HCN - Select theduled testing is for regular STR’s.
HIGH SE Iected if increased cycle number testing is scheduled.

ases where evidence is scheduled for regular STR and increased
cycl ber testing

— Scheduled for mito testing.

Y ID — Cases where unknown bodies or body parts are actively
compared to reference samples.
ID DATA 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

e For the majority of cases this will be the person who signed the report. Check
that the same person initialed the pages on the right side of the case file and
signed off on the report.

e Do not change the Case Log Book entry if the intials do not match. There are
several circumstances where the Criminalist listed as the RA in Access does

not sign the report. \6
(%

CODIS Profile 0
e Check box if there is a CODIS Profile. Q

FBio Date Recvd @
e Alsoin Case Log Book Q
Date Exam Started '\

e From DNA/Serology Subn-&h@ﬂacking & Productivity form

Report Date

e From report. G\OK

Admin Review
e Date of ad ative review indicating that the case was completed,and that

all Iev@q iew have been performed.

Total hers
° of vouchers as documented in the casefile.

Total # Items recvd

e The actual number of items received as documented in the case file.

e 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
voucher.

The following numbers, if applicable, must to be entered:
0 #ITEMS EXAMINED

o #ITEMS NOT EXAMINED

0 SAMPLES FOR EXTRACTION

0 SAMPLES FOR QUANTITATION

0 SAMPLES AMPLIFIED
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10.

11.

STR INJECTIONS ANALYZED

# STR LOCI INTERPRETED

MtDNA QUANTITATION

LINEAR ARRAY

# Mt SEQ CONTIG

TOTAL AP TESTS

TOTAL P30 TESTS

SPERM SEARCHES

TOTAL SEMEN TESTS

TOTAL AMYLASE TESTS @\?
TOTAL KM TESTS 0
TOTAL SEROLOGY TESTS Q

OO0O0O0OO0OO0O0O0O0OO0OO0OO0OO0

TOTAL ALL TESTS
Hospital

e Select the hospital that is listed o @exual Offense Kit Inventory Sheet
from the drop down menu. If &i)\g IS not listed on the drop down menu,

select OTHER. If no hospit ted on the Sexual Offense Kit Inventory
Sheet then select UNKNO

Admin Initials gﬁi‘oK
e Admin. Reviewe’&i ials.

EU Date Rece%x@

e Alsoin C’a\ og Book.

Perfor &Ilowing steps after all information is entered into the Access

dat%.

a) Check examination notes for analyst’s initials, FB# and page#.

b) Ensure that the FB# is written on all pages of administrative
documentation on the left side of the case file.

C) Document the administrative review by dating and initialing the
administrative review lines on the last page of the report.

d) If everything is in order the case can proceed to report scanning and

distribution. Baring exigent circumstances, this must be done on the same
day as the administrative review.

For minor the changes such as missing page numbers or initials, the case file will
be routed back to the analyst after scan and upload is completed

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

All printed versions are non-controlled copies.




FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT MANUAL

ADMINISTRATIVE REVIEW

DATE EFFECTIVE APPROVED BY PAGE
12-13-2010 EUGENE LIEN 10 OF 15

C. Administrative Review additional information

Use the Backlog Admin Review database to capture a basic set of information on non-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 t&@is kept in the
Proficiency Test File. @

prior to January 1%,
form and can be found under
Switchboard.

There is an additional Admin review database for cases re
2007. This database is named Admin Review Throu
Admin Review Forms in the Forensic Biology Acges

D. Scanning of report(s) utilizing the scan @tsu ScanSnap S1500)

1. Check the bottom right hand c@of the computer screen where the application
icons are located. The scanngr isTeady if a blue circle with a white “S” is
displayed. %p

2. Place report face dowp amg upside down on the scanner. Only one report can be

scanned at a time. A{oWte sheet is for internal purposes and will not be scanned.

Press the blue (s utton to scan the report.

Select “scan t er”.

In the “sp ile name” dialog box change the pdf file name from date & time

to the a iate FB# (e.g., 10S0034; 1000263; 0906754a).

6. In e Snecify destination folder” dialog box save the pdf file in the appropriate

repoNGs directory via the browse button. (e.g., M:\\FBIOLOGY_MAIN\

Reports\Suspect\FB10-S).

Select “Save”. “Files were saved successfully” is displayed.

8. To cancel the scan, select “Cancel” and close out the dialog box. Select “yes” to
delete the file.

o w

~
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E. Report Distribution
The Forensic Biology Report Route Sheet indicates where the report needs to be sent. All
reports with a complaint number are uploaded to NYPD Enterprise Case Management
System (ECMS). The following reports (.pdf files) are then sent to the DA’s Offices
using the DNALab email account:
- Homicides
- Sexual Assaults
- All other crime types where there is a “hit” in a DNA datab al, state or

national).
- All other crime types where an arrest is indicated on t)—@}rm or other paperwork.

arrest has occurred are not routinely sent to the DA ices; this includes property

All crime types where the 61 form or other submit@&werk does not indicate that an
crimes, assaults, and criminal possession of ;\\@on.

The completion of the report distributi t be documented by initialing and dating the
Report Route Sheet. ?1/

Note: The original of the reporys maintained in the Forensic Biology case file.

1. OCME Records (via@er-office mail)

For all repor m& an ME#: make a copy of the report and forward it via
interoffice\@@ Yo “Records Department, 4™ Floor”.

2. N &SK/IS (via electronic upload)

a) Click on the Internet Explorer icon and navigate to URL.:
http://10.152.144.123/ecms. This is the log in screen.
b) On the Log in screen: enter the Login ID and Password. Then click on

the “Login” button. During an initial log in, the user will be prompted to
change their password.

C) After successful log in, the NYPD ECMS Screen will appear. To upload a
new Forensic Biology report, click on the “DNA Attachment” button
(bottom right corner).
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d) Another NYPD ECMS screen will appear. Fill in the following

9)

h)

)

information: the identification date (the date that a report is being scanned
and uploaded); the Forensic Biology number (format: FB09-00001);
OCME number and EU number are optional (can be left blank), and the
complaint number (format: year — precinct — number).

Click on the “View Complaint” button to compare the complaint to the
one in the file. Verify that the information corresponds.

To attach the file (Forensic Biology report), click the “Upload” button.
This will open a file browser. Browse for the file, @ght the pdf
version, and click open.

The uploaded file can be viewed by clicking on
incorrect file was uploaded then click on th
browse for the correct file and click opery
previous attachment.

iew” button. If an
oad” button again,
is will overwrite the

Once the correct report is uploaded, on the “Save” button located at
the bottom right corner of the s . At this point, the entry will be
forwarded to the case fold asystem message “The Forensics Entry is

The entry must be approvpd prior to being forwarded to the NYPD

system. Click on the LActlon” button to the right of the entry to approve.

Select either the‘r‘% ’ option or view the entry and approve using the

“Approve” buftor™gn the bottom right.

To delete theéry and not approve, select the “Delete” option from the

“Actio%@)n. At this point, the entry will not be forwarded to the case
I

successfully inserted” a% Click on the “Close Window” button.

foldef system message “The Forensics Entry is deleted successfully”
appa ick on the “Close Window” button.

3. DA &ICGS (via email)

a)
b)

c)

Click on the inbox for the DNALab mailbox.

From the top menu, click on “New”. This will open a “New” e-mail
message.

Click on “Send” from the top menu of the new e-mail message. On the
“Send” toolbar, click the “Options” drop down menu button and select
“From”. This step only needs to be done the first time. Afterwards, the
“From” line should appear upon clicking “New”. Now place the cursor on
the “From” line and type “DNALab” to send from the DNALab mailbox.
Otherwise, the e-mail will be sent from the user’s own mailbox.
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d) Place the cursor on the “To” line and type in the designated DA Office e-

e)

9)

h)

mail address.

Place the cursor on the “Subject” line and type in the offense type and the
victim’s or suspect’s name (e.g., Homicide / (S) Goethals Bridge). Click
on the paper clip icon (top toolbar) to attach the pdf file.

Replace a personal e-mail signature block with the FB Dept. e-mail
signature block. Do this by copying and pasting from a previous sent e-
mail in the “Sent Items Archive” of the DNALab mailbox.

Office of Chief Medical Examiner
421 East 26" Street
New York, New York 10016

Tel: 212-323-1200 @,
Fax: 212-323-1590 @

Department of Forensic Biology @\'6

Email: DNALab@ocme.nyc.gov
Web: www.nyc.gov/ocme

No text is needed in the b(% he e-mail. There is one exception — if the
report is meant for a sp(lg ssistant District Attorney, the report is still
sent to the main emaibadd¥ess, but “ATTN: ADA ...... name here....” Is

added in the bo email in bold block letters.
E-mails that gre 0 DA’s Offices are automatically placed in the “Sent
items” of the ail inbox. To archive these e-mails, move the sent e-

4. Other (e.@side jurisdiction, corporation counsel, AUSA)

a)
b)

ease follow the instructions on the route sheet if the report can be sent
via email.
Please forward the file to the A team if the report needs to be faxed or
mailed as a hard copy.
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F. Case file routing
1. Follow the case file routing instructions on the Report Route Sheet to direct the

file to its next destination. Unless minor corrections are necessary, or additional
testing needs to be scheduled, the file should be ready to be filed.

2. Use the Forensic Biology Internal File Route Sheet to indicate any destinations
other than the filing bin and affix this sheet to the outside of the file. Unless there
are exigent circumstances, do not use sticky notes. \6

3. Prepare an out-guide stating the initials of the receivin nsic Biology staff
member, team, or CODIS for all files that are not r. o either the filing bin or

that according to the Access logbook are no rogress anymore. Cases with
additional testing leading to a new re c@ill receive a new record in Access and
do not need an out guide. F\

to the 5" floor DNA sign in area for more testjn e scheduled. Place all out-
guides in the filing bin. This is necessary tQ.h current location for all cases

4. For sexual assault serology rep@;e file must be routed to 5™ floor DNA sign in
as the collection point for sexual dssault kits that need to be closed or processed

for DNA. 5\0

G. Troubleshooting 6
1. Only the dat administrator can delete records in the Access logbooks or
forms. T ase administrator is the Forensic Biology IT Manager. Ifa
record ig@cgrtientally created, or if a record shouldn’t be there, notify the database
admygiskator to delete the entry.
2. It has been observed that for some additional reports the original Administrative

review database entry is missing form the Access database. If possible,
reconstruct this entry, or notify the Forensic Biology IT Manager.

3. Open an IT help desk ticket for any scanner related problems.
4, ECMS will suspend user accounts after three unsuccessful logins. In the event

this happens or there are any issues with accounts, please contact the Forensic
Biology IT Manager.
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5. The ECMS database connectivity may not work occasionally. Please continue

with the scanning and email distribution, but make sure the case file clearly
indicates that the report .pdf still needs to be uploaded to ECMS.

6. A supervisor of the Administrative Team can help with any questions regarding
report distribution or file routing. For case specific questions, consult your
supervisor.

Revision History:

February 9, 2010 — Initial version of procedure.

May 13, 2010 — Updated the procedure to include the evaluation of a case file to determine if it is ready for an
Administrative Review (Section A); updated the Administrative Review Procedure (Section B and C);
added the steps necessary for report distribution (Section D and E); and added procedures to be followed
post-report distribution (Section F). Section G inserted to address troubleshooting.

December 13, 2010 — Revised Section C (Administrative Review Additional Information) to include updated
procedures for reviewing a Proficiency Test.
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GUIDING PRINCIPLES AND SCOPE:

An administrative review is the final evaluation (editorial review) of the report and case file
documentation (notes and worksheets) and must be completed prior to the distribution of the
report. It is part of the administrative review process to verify the information in the case
logbook and then enter the productivity metrics reflecting the number of tests that were done for
a case using the data fields in the Admin subform window.

A program of administrative review for reports issued by the Departmen%rensic Biology
helps to ensure that reports and case file documentation are in complia the guiding
principles and procedures in the Department’s management system. I-“?auent, immediate
report distribution minimizes delays through file batching and tra@

Documentation of the completion of administrative reviewgis ated by dating the
“Administrative Review Date” line and initialing the “Ad trative Reviewer” line on the last
page of each report. The report can now proceed to s ing and distribution. For minor
changes in the case file, such as missing page nu orinitials, the case file will be routed
back to the analyst after the report scanning ar}dl;%ibution.

te

If the report itself requires corrections, or t chnical review signature and/or date are missing,
the administrative review is not started%g@ ase file is returned to the reporting analyst or
supervisor and is resubmitted for adguinrative review after all corrections have been made.

No reports can be issued witho t@ompleted administrative review; this includes high priority
(*rush”) cases. ¢ A

Administrative review ;Qe performed by the Forensic Biology Administrative Team as well
as by Criminalists her titles.

Report distribution is performed after the completion of administrative review and should be
carried out on the same day as the administrative review. All original reports are scanned and
saved in pdf format prior to distribution.

This procedure describes the administrative review and report distribution process for the
Department. Section F discusses the subsequent routing of the case file.

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



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT MANUAL

ADMINISTRATIVE REVIEW

DATE EFFECTIVE APPROVED BY PAGE
12-13-2010 EUGENE LIEN 20F 15

PROCEDURE:

A

Report Readiness

Perform the following steps to decide if the case file is ready for the administrative
review step.

1.

Ensure the following items are accurate and complete in the report:

a) Title block: FB# or proficiency test # / victim nam%pect name /
complaint # / ME # / arrest #/ NYSID # / Start % E name & date of

autopsy

b) Header: FB#, the victim’s or supect’s namg@ applicable, an ME#.
The header must appear on all pages, ex e first page.

C) Text: check footnotes and page numgbeX§”ensure the report is signed.

d) Evidence received and disposition: C for correct evidence itemization
numbering (based on vouc for sexual assault kits on the kit
inventory), voucher #, dat e&{e ce received and description of items in

the of the report; chec é/ll orrect disposition statements and retained
items.

Use the DNA/SeroIogy S|on Tracking & Productivity Form to compare the
dates to the dates in 8 ort Ensure there is a copy of each voucher in the file.

If the report is ¢ ete and ready to be issued and the Tech Review signature is
in place pro ith administrative review as outlined below. If not, return file
to IAor | visor.

©)

Administr?’éd?eview

1.

Open the case record in the appropriate case logbook (Case Log Book or Suspect
Log Book) database.

Complete the ADMIN SUBFORM field in the database as outlined below.

For cases where an Amended Report without any more work has been issued,
the administrative review is only documented in the case file. Sign and date the
appropriate areas on the signature page of the report. Open the case record in the
Access databases merely for confirming that the new report date was added to the
ADDITIONAL INFO text box. No other actions and no second case record are
required.
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For cases where an Additional Report was issued without additional testing, a
second record will be in the logbook and the admin review must follow the steps
outlined below, except that there will be no productivity data to enter.

For Administrative Completion of Cases (a case file is closed out without
issuing a technical report on the findings; for example after a stop testing request)
an administrative report is written and submitted for administrative review and
report distribution as usual. The administrative review must be completed as
usual, but please note that no technical review date is req%

see if they are filled in appropriately. Obvious mi ust be corrected.

Before proceeding with the review, check the data fiegg@he case log book to

Exercise care when entering data as the Access Ses are not overwrite-
protected. Before entering anything, especjal n updating an existing record,
ensure that the right record and the correct ield is selected. Also, take a

moment to double-check what was ent See below for expected entries in
some of the data fields.

Update the following data fiel e VOUCHER SUBFORM. Most of the
fields will have been filled by"the evidence sign—in staff, whereas other fields

need entries by the adm&u ve reviewer. Please ensure that data in all fields
are accurate. Use theqJ abMLinction to automatically populate the fields that have
entries in the main Log Book window.

Voucher Su@g:

FB#
. ile #.

EU#
e Each voucher has a separate Evidence Unit or EU#.

Voucher#
e List all vouchers received.
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D#

e The D# can be found on the voucher. This number corresponds to the entry in
the FID/OCME Liaison Unit DNA Evidence Management Program (DEMP).

PM Sample
e Record all PM items in the following format, PM__to_ . Ex: PM 1to 7.

FBio Date Rec
e Date first item was received on the 5" fl. See Table bo@or exceptions.

Submitted Items $

e Total # of items submitted for each voucher or mples. This is the
number of items listed on voucher and do ve to match the number of
items actually received for examinatio ample, a sexual assault kit
counts as one item submitted but copfainSmany envelopes of evidence that
are all counted as items received.'\

# of Items Examined Q
e Total # of items examined for{gach voucher or as PM samples, as listed on the
DNA/Serology Submng Tracking & Productivity form.

# of Items Not Exanige
e Total # of ite xamined for each voucher or as PM samples, as listed on

the DNA{SQ Submission Tracking & Productivity form.

N\
Report D§
. DaiK he finished report.
Testiig Completed

e This date reflects the date the last technical result, as listed on the
DNA/Serology Submission Tracking & Productivity form.

EU Date received

e This is the date the evidence is received in the agency. The date received for
each voucher must be the date the voucher was received by the EU. This date
will be the first date on the chain of custody.
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Sign-in Initials
e Initials of person who signed in the evidence.

Admin. Initials
e |Initials of person who performed administrative review.

8. See Table 1 below for expected values for the dates recorded in the logbook and
the voucher subform.

TABLE 1

FBio Date EU

Received Date Started

Case scenario

3
] .. Date first voucher Evidence exam
Outside submission, | . . . : 0

is signed in on ceived at the | date for first item
case record 1 of 1 th )

5" floor sub level EU in the case
post

N
\ O Date first
) .. Date fir additional Evidence exam
Outside submission, . . )
a nal voucher is date for first
case record 2 of 2 Ner is si : h ional i .
(see note below) X er |stﬁ|gned received at the | additional item in
é inton the 5™ floor | sub level EU the case
O p post
. AU Date red bin
N : was received by .
. Date on red bin Evidence exam
Cases W, t the EU as L
sample batch o date for first item
morte& S sheet indicated on the in the case
chain of
custody
FBio = EU date

Date where
additional testing
on in-house item
is started

Additional testing Date where
without new outside | assignment was See FBio date
submissions accepted or

decided upon

DNA testing on
Sexual assault kits Serology report Serology report | Serology report
after a serology date date date

report
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Case scenario FBio !I)ate EU I:_)ate Date Started
Received Received
Storage cases that FBio = EU date Date where
Date where

are activated; for
example a missing
persons case

additional testing
on in-house item
is started

assignment was See FBio date
accepted or
decided upon

Can be the date of

Report only cases Should be equal Should be ¢ Jf:r(‘)ernadzfrlitslgr?a:)r
P y to Date Started to Date S P ’
$ the date of the

O\ report

Note: Additional vouchers or cases still in p sare signed in under the
original case record. Second or mo ds are only created if the
assignment is completed, a rep as¥een written, and administratively

reviewed, or if the additional gv ce is scheduled for a different team
(for example Mitochondri@& or Hybrid).

repeat information from t in Case Log Book window; use the Tab function
to automatically popula fields. The information for the other data fields
can be found on the & erology Submission Tracking & Productivity form.

From Case LC@

FB# (FopeNgiC Biology)
o Aqu illed out. Double check number listed on report.

9. Complete the Admin 2007 su? onpf section in the database. The initial fields

ME#XMedical Examiner)
e All samples received from autopsy will have this completed. Double check
number listed on report.

Complaint#

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.
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Case Type

SEXA - Sexual Assaults

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” is also
an assault.

PATR — Case type used for paternity hold requests only.

Note: Fetus cases or other paternities in sexual assaul @Jld be SEXA.
PROP — Property Crimes, Burglaries, Robbery, and Invasion.

MISS — Missing person; Case type used for unideqtied bodies or body parts.
WEAP — Criminal possession of a weapon, ( . Also, found fire arm or
reckless endangerment if weapon is not a %ed with another crime.
DRUG - Drug possession or other dru@!d offenses.

SEXPL — Sex crime related to publj ess, ex. subway masturbator.

OTHER - Catch all for other cr| s such as arson, hate crimes or for non
criminal activity post mortem “Other” should be used if suicide or
accidents are signed in, ex. Indlcate the nature of the case in the

Additional Info. box fo e, suicide”.
SUSPECT - Suspe F§

Analysis Type

HCN - Select theduled testing is for regular STR’s.
HIGH SE Iected if increased cycle number testing is scheduled.

ases where evidence is scheduled for regular STR and increased
cycl ber testing

— Scheduled for mito testing.

Y ID — Cases where unknown bodies or body parts are actively
compared to reference samples.
ID DATA 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

e For the majority of cases this will be the person who signed the report. Check
that the same person initialed the pages on the right side of the case file and
signed off on the report.

e Do not change the Case Log Book entry if the intials do not match. There are
several circumstances where the Criminalist listed as the RA in Access does

not sign the report. \6
(%

CODIS Profile 0
e Check box if there is a CODIS Profile. Q

FBio Date Recvd @
e Alsoin Case Log Book Q
Date Exam Started '\

e From DNA/Serology Subn-&h@ﬂacking & Productivity form

Report Date

e From report. G\OK

Admin Review
e Date of ad ative review indicating that the case was completed,and that

all Iev@q iew have been performed.

Total hers
° of vouchers as documented in the casefile.

Total # Items recvd

e The actual number of items received as documented in the case file.

e 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
voucher.

The following numbers, if applicable, must to be entered:
0 #ITEMS EXAMINED

o #ITEMS NOT EXAMINED

0 SAMPLES FOR EXTRACTION

0 SAMPLES FOR QUANTITATION

0 SAMPLES AMPLIFIED
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10.

11.

STR INJECTIONS ANALYZED

# STR LOCI INTERPRETED

MtDNA QUANTITATION

LINEAR ARRAY

# Mt SEQ CONTIG

TOTAL AP TESTS

TOTAL P30 TESTS

SPERM SEARCHES

TOTAL SEMEN TESTS

TOTAL AMYLASE TESTS @\?
TOTAL KM TESTS 0
TOTAL SEROLOGY TESTS Q

OO0O0O0OO0OO0O0O0O0OO0OO0OO0OO0

TOTAL ALL TESTS
Hospital

e Select the hospital that is listed o @exual Offense Kit Inventory Sheet
from the drop down menu. If &i)\g IS not listed on the drop down menu,

select OTHER. If no hospit ted on the Sexual Offense Kit Inventory
Sheet then select UNKNO

Admin Initials gﬁi‘oK
e Admin. Reviewe’&i ials.

EU Date Rece%x@

e Alsoin C’a\ og Book.

Perfor &Ilowing steps after all information is entered into the Access

dat%.

a) Check examination notes for analyst’s initials, FB# and page#.

b) Ensure that the FB# is written on all pages of administrative
documentation on the left side of the case file.

C) Document the administrative review by dating and initialing the
administrative review lines on the last page of the report.

d) If everything is in order the case can proceed to report scanning and

distribution. Baring exigent circumstances, this must be done on the same
day as the administrative review.

For minor the changes such as missing page numbers or initials, the case file will
be routed back to the analyst after scan and upload is completed
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C. Administrative Review additional information

Use the Backlog Admin Review database to capture a basic set of information on non-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 t&@is kept in the
Proficiency Test File. @

prior to January 1%,
form and can be found under
Switchboard.

There is an additional Admin review database for cases re
2007. This database is named Admin Review Throu
Admin Review Forms in the Forensic Biology Acges

D. Scanning of report(s) utilizing the scan @tsu ScanSnap S1500)

1. Check the bottom right hand c@of the computer screen where the application
icons are located. The scanngr isTeady if a blue circle with a white “S” is
displayed. %p

2. Place report face dowp amg upside down on the scanner. Only one report can be

scanned at a time. A{oWte sheet is for internal purposes and will not be scanned.

Press the blue (s utton to scan the report.

Select “scan t er”.

In the “sp ile name” dialog box change the pdf file name from date & time

to the a iate FB# (e.g., 10S0034; 1000263; 0906754a).

6. In tieew Snecify destination folder” dialog box save the pdf file in the appropriate

repoNGs directory via the browse button. (e.g., M:\\FBIOLOGY_MAIN\

Reports\Suspect\FB10-S).

Select “Save”. “Files were saved successfully” is displayed.

8. To cancel the scan, select “Cancel” and close out the dialog box. Select “yes” to
delete the file.

o s w

~
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E. Report Distribution
The Forensic Biology Report Route Sheet indicates where the report needs to be sent. All
reports with a complaint number are uploaded to NYPD Enterprise Case Management
System (ECMS). The following reports (.pdf files) are then sent to the DA’s Offices
using the DNALab email account:
- Homicides
- Sexual Assaults
- All other crime types where there is a “hit” in a DNA datab al, state or

national).
- All other crime types where an arrest is indicated on t)—@}rm or other paperwork.

arrest has occurred are not routinely sent to the DA ices; this includes property

All crime types where the 61 form or other submit@&werk does not indicate that an
crimes, assaults, and criminal possession of ;\\@on.

The completion of the report distributi t be documented by initialing and dating the
Report Route Sheet. ?1/

Note: The original of the reporys maintained in the Forensic Biology case file.

1. OCME Records (via@er-office mail)

For all repor m& an ME#: make a copy of the report and forward it via
interoffice\@@ Yo “Records Department, 4™ Floor”.

2. N &SK/IS (via electronic upload)

a) Click on the Internet Explorer icon and navigate to URL.:
http://10.152.144.123/ecms. This is the log in screen.
b) On the Log in screen: enter the Login ID and Password. Then click on

the “Login” button. During an initial log in, the user will be prompted to
change their password.

C) After successful log in, the NYPD ECMS Screen will appear. To upload a
new Forensic Biology report, click on the “DNA Attachment” button
(bottom right corner).
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d) Another NYPD ECMS screen will appear. Fill in the following

9)

h)

)

information: the identification date (the date that a report is being scanned
and uploaded); the Forensic Biology number (format: FB09-00001);
OCME number and EU number are optional (can be left blank), and the
complaint number (format: year — precinct — number).

Click on the “View Complaint” button to compare the complaint to the
one in the file. Verify that the information corresponds.

To attach the file (Forensic Biology report), click the “Upload” button.
This will open a file browser. Browse for the file, @ght the pdf
version, and click open.

The uploaded file can be viewed by clicking on
incorrect file was uploaded then click on th
browse for the correct file and click opery
previous attachment.

iew” button. If an
oad” button again,
is will overwrite the

Once the correct report is uploaded, on the “Save” button located at
the bottom right corner of the s . At this point, the entry will be
forwarded to the case fold asystem message “The Forensics Entry is

The entry must be approvpd prior to being forwarded to the NYPD

system. Click on the LActlon” button to the right of the entry to approve.

Select either the‘r‘% ’ option or view the entry and approve using the

“Approve” buftor™gn the bottom right.

To delete theéry and not approve, select the “Delete” option from the

“Actio%@)n. At this point, the entry will not be forwarded to the case
I

successfully inserted” a% Click on the “Close Window” button.

foldef system message “The Forensics Entry is deleted successfully”
appa ick on the “Close Window” button.

3. DA &ICGS (via email)

a)
b)

c)

Click on the inbox for the DNALab mailbox.

From the top menu, click on “New”. This will open a “New” e-mail
message.

Click on “Send” from the top menu of the new e-mail message. On the
“Send” toolbar, click the “Options” drop down menu button and select
“From”. This step only needs to be done the first time. Afterwards, the
“From” line should appear upon clicking “New”. Now place the cursor on
the “From” line and type “DNALab” to send from the DNALab mailbox.
Otherwise, the e-mail will be sent from the user’s own mailbox.
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d) Place the cursor on the “To” line and type in the designated DA Office e-

e)

9)

h)

mail address.

Place the cursor on the “Subject” line and type in the offense type and the
victim’s or suspect’s name (e.g., Homicide / (S) Goethals Bridge). Click
on the paper clip icon (top toolbar) to attach the pdf file.

Replace a personal e-mail signature block with the FB Dept. e-mail
signature block. Do this by copying and pasting from a previous sent e-
mail in the “Sent Items Archive” of the DNALab mailbox.

Office of Chief Medical Examiner
421 East 26" Street
New York, New York 10016

Tel: 212-323-1200 @,
Fax: 212-323-1590 @

Department of Forensic Biology @\'6

Email: DNALab@ocme.nyc.gov
Web: www.nyc.gov/ocme

No text is needed in the b(% he e-mail. There is one exception — if the
report is meant for a sp(lg ssistant District Attorney, the report is still
sent to the main emaibadd¥ess, but “ATTN: ADA ...... name here....” Is

added in the bo email in bold block letters.
E-mails that gre 0 DA’s Offices are automatically placed in the “Sent
items” of the ail inbox. To archive these e-mails, move the sent e-

4. Other (e.@side jurisdiction, corporation counsel, AUSA)

a)
b)

ease follow the instructions on the route sheet if the report can be sent
via email.
Please forward the file to the A team if the report needs to be faxed or
mailed as a hard copy.
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F. Case file routing
1. Follow the case file routing instructions on the Report Route Sheet to direct the

file to its next destination. Unless minor corrections are necessary, or additional
testing needs to be scheduled, the file should be ready to be filed.

2. Use the Forensic Biology Internal File Route Sheet to indicate any destinations
other than the filing bin and affix this sheet to the outside of the file. Unless there
are exigent circumstances, do not use sticky notes. \6

3. Prepare an out-guide stating the initials of the receivin nsic Biology staff
member, team, or CODIS for all files that are not r. o either the filing bin or

that according to the Access logbook are no rogress anymore. Cases with
additional testing leading to a new re c@ill receive a new record in Access and
do not need an out guide. F\

to the 5" floor DNA sign in area for more testjn e scheduled. Place all out-
guides in the filing bin. This is necessary tQ.h current location for all cases

4. For sexual assault serology rep@;e file must be routed to 5™ floor DNA sign in
as the collection point for sexual dssault kits that need to be closed or processed

for DNA. 5\0

G. Troubleshooting 6
1. Only the dat administrator can delete records in the Access logbooks or
forms. T ase administrator is the Forensic Biology IT Manager. Ifa
record ig@cgrtientally created, or if a record shouldn’t be there, notify the database
admygiskator to delete the entry.
2. It has been observed that for some additional reports the original Administrative

review database entry is missing form the Access database. If possible,
reconstruct this entry, or notify the Forensic Biology IT Manager.

3. Open an IT help desk ticket for any scanner related problems.
4, ECMS will suspend user accounts after three unsuccessful logins. In the event

this happens or there are any issues with accounts, please contact the Forensic
Biology IT Manager.
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5. The ECMS database connectivity may not work occasionally. Please continue

with the scanning and email distribution, but make sure the case file clearly
indicates that the report .pdf still needs to be uploaded to ECMS.

6. A supervisor of the Administrative Team can help with any questions regarding
report distribution or file routing. For case specific questions, consult your
supervisor.

Revision History:

February 9, 2010 — Initial version of procedure.

May 13, 2010 — Updated the procedure to include the evaluation of a case file to determine if it is ready for an
Administrative Review (Section A); updated the Administrative Review Procedure (Section B and C);
added the steps necessary for report distribution (Section D and E); and added procedures to be followed
post-report distribution (Section F). Section G inserted to address troubleshooting.

December 13, 2010 — Revised Section C (Administrative Review Additional Information) to include updated
procedures for reviewing a Proficiency Test.
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A.

Y.'

Types of cases accepted by the Department of Forensic Biology

Case Type

Associated Samples

Case Designation

Homicide

- Evidence
- Elimination exemplars*

FBYY- sttt
Q’Q

Sexual Assault

- Evidence
- Elimination exemplars*

Suspect

bottles, cups, cigarett
- Exemplars (oral swals, |

FBYY-.#@#
- \\,
(&7

- Pseudo-exemplars (such\%?

F '&-S####
g O

- Evidence

Property Crimes - Elimination e @K&{ Q\ FBYY- #####
NT XY
Weapons (CPW, Found Firearn) E‘)ﬁfggfe QQ/ FBYY- #
Q‘\ A
Assault ] EX% U FBYY- #t
Forensic Paternity R ‘ﬁ t O@' ception FBYY- ##iH
s\c>\Pos ﬂ@brtem samples
: e . ~ Kirrstip exemplars
gp/:ges?rt]mi,deggr:g; Ren'gs eudoexemplars (razors, |FBYY- #####
g @ (» toothbrushes, underwear,
.AA {-\\ etc')
- Post-mortem samples D@YY-####H

\\q/\)

Mass Disast
© 6\\

D

- Kinship exemplars
- Pseudoexemplars (razors,

toothbrushes, underwear, etg

(where @ = One-
letter borough
gesignation)

Mitochondrlal RNA Testing - Evidence

(mtDNA) <) - Exemplars FBYY-#iHHH
%fy - Evidence Assigned by

OUti%C - Exemplars contract lab

5 i@Yenc - Evidence Designated by

) y - Exemplars vendor

Q,

biological sample from a known individual (commonly a husband or consensual partner),
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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B. PCR DNA testsavailablefor use

Supplier Kit L oci g%ﬁ:é

D8S2279, D21S11, D7S820, CSF1PO, S

| dentifiler® D3S1358, THO1, D13S317, D16S539, (gg
D2S1338, D19S433, VWA, TPOX,

ABI D18S51, Amelogenin, D5S818, FGA N\Q

D13S317, D7S820, Amelo [

MiniFiler D2S1338, D21S11, D16 J@é’ Yes
CSF1PO, FGA (E2

DY S391, DY S3891, % 9 YS389II

Promega PowerPlex Y* DY S393, DY S3 8&@\(8438 No
DY $437, DY
YM1 DYS 8 I(D@BSQII DYS390 No

19,
OCME \
MtDNA HVI, we&&equencmg Yes

*Systems used for routine casewo%

C. Scheduled analysis

Depending on the case@q Qecessary for other types of examinations to be done
before or after the Foren5|c Biology examines an item. Fingerprint
processing, gun es@ hair and fiber examinations, etc., may be equally or more
important than a%p e of biological fluids.

The sched% \}y5|s can range from determining only the presence of semen, saliva, or

blood on an |t DNA analysis of stained or touched items for comparison with
victims, eli t|on samples, and/or suspects. The decision of what analyses are to be
performeg@igdmade by a member of the evidence sign-in team or Criminalists Ill, IV or
Assis irector after evaluation of the evidence through review of the NYPD

sions with the NYPD, and/or discussions with assistant district attorneys. The
eduled analysis can chanfyerioritized items are negative and additionaldevice
%ust be examined, or if additional evidence is accepted by the laboratory.

Y.'

E‘:&Mrk (vouchers, requests for laboratory examinations, and NYPD reports),
d
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D. Target dates

Target dates are assigned by the evidence sign-in team and/or supervisors based on the

available information.
&é

Case Type Default Target Date

Homicide 60 days 'Q'

Sexual Assault (Kit Serology Report) 30 days /\é

Sexual Assault (Kit DNA Report) 30 days frp@e @ of Serology Report
Sexual Assault (Additional Evidence) O

Forensic Paternity 60 ,{&

Property Crimes @yé( ) ]
od dads

Weapons (\

Assault 8 D 9@@&3

Missing Persons s\n& (.\% days

Suspect 6 30 days
Mitochondrial DNA ‘2, A q) 90 days

Proficiency ’\Q AQ\/ ’ Assigned by vendor

: NN
Mlscellaneousgg \\ 4 60 days

Target dat Cgﬂ;ctuate in order to accommodate court dates, investigative leads, high
priority case, oND additional evidence is signed into the laboratory.

f the target date, a report should be written and submitted to a supervisor for

ater than seven calendar days after the last analytical results are available.

E pervisory level has an additional seven calendar days for review of the case and
ding to the next reviewer
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E. Caseflow

General Processing Flow Chart

HOMICIDE, SEXUAL
ASSAULT, ASSAULT,
AND MISCELLANEOUS

CASES

IDENTIFY
BLOOD/SEMEN/
AMYLASE

EXTRACT

, &%&Q

&«
EIN
ID ER™

9 \V
A

COMPARE TO
VICTIM,
SUSPECT(S),
AND DATABASE

A

RECUT OR
SUBMIT TO
IDENTIFILER™,
YM1, AS NEEDED

PATERNITY, MISSING
PERSONS, AND
SUSPECT CASES
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Sexual Assault Kit (SAK) Processing Flow Chart

EXEMPLAR 0
EA PROCESSES SAK »| ENVELOPE TO "IN > P%:‘SGTF‘{:'ES”;.
PROGRESS"
A CRIMIMALIST, ¥
LEVEL Il OR SEROLOGY RESULTS
SEROLOGY RA < RECEIVED AND |« NMDriLE STAYS WITH EA
WRITES THE COLLATED
SEROLOGY REPORT 0
SEROLOGY REPORT @
. |15 ADMINISTRATIVE FILE TO "CLOSE SAK™
REVIEWED AND RACK
DISTF‘.IE-UTEDE :E

AMYLASE
POSITIVE?

SPERM / P30
POSITIVE?

SAK |15 CLOSED AND
RETURNED. \ YES
* &

YES

l

CASE FILE TO BE \*
FILED Q NO

1S THERE A

SUSPECT? YES—m | DETERMINE DNA RA

) EXEMPLAR SAKIS CLOSEDAND | | T oRDA
CUTTING EXTRACTION

¥

FILE TO DNA RA

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 APPROVED BY PAGE
09-27-2010 EUGENE LIEN 6 OF 15
Property Crimes Processing Flow Chart

AL

EA EXAMINES CASE

) EVIDENCE TO
SUBMITS EVIDENCE » M » » FILE STAYS WITH EA
SAMPLES PENDING

4@0
&
S

&

EA FINALIZES
FILE

A
EA PREPARES
DRAFT REPORT

0\\ s

r \ \Q\’

EA TRANSFERS

—

&lBMITS
INATION
PLE(S) TO

POSITIVEEA
AMPLIFIER”

EXTRACTION, IF
APPLICABLE

A

EA COMPILES
RESULTS AND
STARTS DRAFT
REPORT

% A
Ko

v

A

O

SAMPLE(S) SENT FOR
QUANTITATION
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F. Sample Scheduling and Submission for High Sensitivity Testing and Case Transfer

High Sensitivity testing is an additional type of testing that is available for samples from
all case types. Candidate samples for this testing are touched objects which likely consist
of only skin or epithelial cells, and samples that were found to contain blologlc&,ﬂwd but

did not yield results with HCN DNA testing techniques. Samples with low nts of
DNA template are referred to as Low Template DNA (LT-DNA) samples le those
with high amounts of DNA template are called High Template ®NA ( A) samples.

The High Sensitivity Team may accept cases with touch
and sexual assault cases if this is the only evidence i
last resort after all other testing options have been

é@ﬁ%’r homicide, assault,

a rif this is the evidence of
5

Touched objects often yield potential LT-DNA@Ie@«% as such should be tested with
High Sensitivity methods. Cases tested ingfally QEI} NA may also contain samples
with the potential for High Sensitivity tesﬂ%Nh T-DNA testing has been
completed, the Reporting Analyst an(%s er r should evaluate the case for potential
High Sensitivity testing.

Detecting DNA on a touched 6@ Si indicates the presence of DNA and does not
infer the mechanism of depo‘& t DNA. If DNA is not detected on a touched
object, this does not indi la ntact Therefore, the relevance of generating a
DNA profile(s) on an it carefully considered prior to testing. For most cases,
if informative proﬂle& d with HT-DNA testing, additional High Sensitivity

testing is not Waﬂe (i% |f there are no informative profiles in a case, before
initiating High t& |t§\ ting, if there is an arrested suspect, the ADA assigned to a
case should % . If there is no arrested suspect, and no or insufficient
informativ?s g) gh Sensitivity testing may be attempted.

1. n)@ lage

pIe may be designated for High Sensitivity testing upon initial acceptance
followmg testing with HT-DNA testing which does not yield sufficient DNA or
&2\ a robust profile. A supervisor must approve submission of a previously processed
O sample for High Sensitivity testin§ince DNA extracts degrade with time, High
Sensitivity testing may commence prior to completion of standard testing and its

Yg' review.
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a Samples that would potentially yield low amounts of DNA are typically

objects that have been handled and do not contain biological fluid such as
blood, semen, saliva, or even sweat. If an analyst is swabbing such an
item, the High Sensitivity swab and swabbing procedure should be
utilized. These samples may include but are not limited to: O'g

. N
1) Any touched object

a) Side of bottles, cans or containers «\?mu
b) Business, credit, identification, e cards

c) Keyboards or computer mlce

d) Keys
e) Handles of various it @ h@}%rushes combs etc

f)  Jewelry
g) Lettersor en\@

h) Pensorm r

) Poucgﬁw ones, glasses, PDAs, MP3 players etc
) pe , tape, zipties, or objects used for binding or
uIa

1(“ Ils{,%urses or bags including garbage bags
W&pers for condoms or candy etc
C) r’%\}\/eapons

?‘ i) Bat, broom, hand saw, ice pick handles
i) Bombs

@Q iii) Gun handles, triggers, magazines

&
&

iv) Knife handles
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2)  Finger or palm prints
3) Swabs that were previously taken from touched objects such as:

a) Counters or banisters (these may often yield mixtures and
should be accepted as a last resort item) Q)

b) Headboards (b)»&
c) Portals such as window sills or doo F%dles 6$Q
d) Switches for lights etc

e) Steering wheels or handles o@

4) Swabs taken by the latent ora@ry prior to fingerprint
treatment unless it is sp sible blood, semen, or saliva
was recovered with t % the swab is KM positive upon
examination for H| sm esting, the sample should be sent

A is recovered.)

for HT-DNA typl?}
b. There are some s @nay not easily be categorized as either High
Sensitivity or te@yl g appropriate; sample triage will depend

upon the sp case. Nevertheless, as a general guideline
consider s éeﬁb are handled to be High Sensitivity samples whereas
po

samp tentially contain saliva, sweat, blood or semen
shou % d HT-DNA samples. If HT-DNA samples do not yield
be subsequently transferred for High Sensitivity testing

?§ cﬁ%ne examples of samples that typically contain low but sufficient

mounts of DNA for HT-DNA testing are:
a) Cell phones (particularly the mouth piece)

QQ) b) Clothing that will be scraped

Q»x c) Food items that have been partially consumed
O d) Gloves
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2) If an analyst is swabbing such an item, the High Sensitivity swab and
swabbing procedure should be utilized.

C. If a case does not produce an informative DNA profile with HT-DNA
testing, the following samples should be considered for submissis{g to
High Sensitivity Testing pending approval of a supervisor: &Q

1) Those with insufficient DNA for PCR DNA typing, but&
a) Amylase, P30, or KM positive

b) Scrapings or swabs of any handl ' c;[é<§
2) Those that produce a poor STR p dsigé a sufficient
quantitation value @ &Q
3) Note that if HT-DNA testing@ateséhe presence of a mixture, at
best LT-DNA testing ca ly ﬁé@ te the profile of the major
component of the mixh%. indcLeomponents may be used for
ot’b
)

comparisons, but duced unless the sample is an intimate
sample.

d. For cases with toushedcl g, specific information is needed on where
the individual @uch “On the arm” or “On the neck” is acceptable;

“somewherexon e skfd is not acceptable). Exemplars from the victim(s)
must be s@«;ﬁ/ r to any touched clothing is tested.

2. Sample ScHaedin

a. "s@\se is submitted for High Sensitivity DNA testing, all relevant
Oé and databases should be completed as with HT-DNA testing. If
tl§{@ e already has an entry in the database for HT-DNA testing, a
seebnd entry should be made for the High Sensitivity DNA testing portion.
this instance, the date received is defined as the date the case was
4 transferred to the High Sensitivity team. However, if the evidence is not
stored in the Forensic Biology Department, the date received is defined as

x the day the evidence returns to the lab.

&,
&

High Sensitivity cases have a 60 day target date.
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3.

&

&

If cases only contain LT-DNA-type items scheduled for examination, the
case should be transferred directly to the High Sensitivity team for
examination. A rack is situated in the evidence exam room for these files.
These items are scheduled with the letter on the Scheduled Analysis
designated for “High Sensitivity testing”.

If HT-DNA type evidence is the only type of evidence sch&@d in the
case, but LT-DNA-type evidence is also includegs the L A items(s)
should be scheduled with the appropriate lett schedule for
examination until supervisor establishes ca R if, in general, 5
or fewer HCN type items are scheduled w h LT-DNA items, the
case may be assigned as a “Hybrld ection F below.

1) After HT-DNA testing h ﬁ ted and case circumstances
suggest that LT-DNA @ be done on some items/samples,
or

the Reporting Anal erV|sor may submit the file to the
High Sensitivity ation..

a) If thereis,an suspect, first contact the ADA assigned to
detewéwhet High Sensitivity DNA testing is warranted.

”r%a

spect consult the relevant agency investigating

Case Files a@ ra@&

N%(l/stlng has already been started or completed in a case, a
co may be generated when items are tested by the High

Q 3 V|ty team. The HT-DNA testing results may be located in file 1 of

d the second file may contain High Sensitivity DNA testing results.

If HT-DNA testing has concluded and the report has been reviewed,
forward the file to the High Sensitivity DNA team for evaluation..

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:

1)

2)

g 4)

The HT-DNA analyst should submit the case file to a High
Sensitivity supervisor so that copies of the contact sheet tg elgte the
61 report, and relevant laboratory requests and vouchers&@n be made
and included in the High Sensitivity file. 'Q(b
The High Sensitivity supervisor should t '{? the case to
determine which samples need LT-D items need
additional examination, the High SegNi erwsor will schedule
those items for examination, cr atabase record, and
transfer the relevant chain of % the new High Sensitivity
case file. (Following exam@h igh Sensitivity analyst

al

should return the origin ody to the original case file).

It

If the sample has @ @ﬁ» extracted, the extract location, and the
va

name and locati nt extraction or microcon negatives
will be noted enS|t|V|ty supervisor. When the samples
are broug éthe NA laboratory, state “transferred to

HiSens” ( statement indicating the transfer) in the DNA
trackin € High Sensitivity team will temporarily transfer
the e’to the LT-DNA facility, where it will be stored in a

ed “transferred from HSC testing”. A new tracking
pecify all aliquots for High Sensitivity testing and will be
e High Sensitivity file. Upon completion of High
%1 t|V|ty PCR DNA testing, the original extract tube will be
rned to its original storage location with a note on the tracking
ndicating 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.

4, Report Notations

In both reports, a reference to the other report should be made acco@g to the
following situations:
.\Q

a. HT-DNA report: If the case file will be submit th h Sensitivity
team for evaluation, state “This case will b o the High
Sensitivity group for further evaluation.” 6 6

b. High Sensitivity DNA report: %Q \

1) If the HT-DNA report, was @Gy L@ﬁ'd state “This is an
additional report. For pr. evidence received, and

e QU resghs.
disposition, see repor@i é)
2) Ifthe HT-DNA r\%@as n@et issued, the HSC report will be an
t

additional reportt e High Sensitivity report

5. Communication s\oK

When a case is pr ngh Sensitivity and HT-DNA testing
S|multaneously f both teams must communicate and share results
Moreover, W. occurs subsequently, the High Sensitivity DNA analyst
should re the HT-DNA analyst

vﬁolc etween analysts sharing cases facilitates such necessary tasks as
the 1gllo

a Qompanson of foreign profiles in either file to mixtures suitable for
comparison in the other
4& Assignment of foreign profile monikers (i.e. Male Donor A, B, C...)
@e. Establishment of report dates and report order

&
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G. Sample Scheduling and Submission for Hybrid Testing

Hybrid cases are those cases classified as either a homicide or assault and which include
informative HT-DNA and LT-DNA type items. In general, the number of each type of
sample scheduled is limited to 5 HT-DNA and 5 LT-DNA type items (for a totaI'Qf ten
items per case). In some instances, it may be appropriate to split the case HT-DNA
and High Sensitivity portions and to process the samples separately. How@ver, in these
situations, the results of each type of testing will need to be c are each other as
with any other case split between two groups for testing. R t% propriate sections
in this manual for scheduling of High Sensitivity and HT-

1. Examples of cases appropriate for Hybrid te&re\g follows:

- Assault allegedly committed by a p€ r [@'s&ons unknown to the victim
O en
- Cases including gun swabs, plpi r)f\) r HT-DNA type items

2. Examples of cases that are Qp @ate for Hybrid testing are as follows:

a. Assault or ho cécas

more inform rg& '

b. Assault \WE eapons such as knifes, bats, sticks, etc., for which
' nd/or the individuals involved obviously knew each

therei @;
ot fg/ er- daughter, husband-wd&uld NOT be scheduled as
The handle of the weapon should NOT be scheduled for

ﬁ @1 itivity testing

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

A2

&2» om|C|de cases with arrested suspects SHOULD have weapons scheduled for
Odl

ere the HT-DNA evidence is likely to be
estigation than the High Sensitivity evidence.

igh Sensitivity testing (if applicable).

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

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 APPROVED BY PAGE
09-27-2010 EUGENE LIEN 150F 15

Sample Scheduling

When a case is submitted for Hybrid testing, all relevant logbooks and databases
should be completed as with any other testing. If the case already has an entry in
the database for testing with the same or another group within the lab, a(gecond
entry should be made for the Hybrid testing portion. In this mstance date
received is defined as the date the case was transferred to the H § team.
However, if the evidence is not stored in the Forensic %c))gy &p rtment, the
date received is defined as the day the evidence ret

Hybrid cases have a 60 day target date. 0 QO

A “Hybrid” rack is situated in the ewde$ q@@ for these files.
v

The Schedule of Analysis for a Hyb [ @'?em may indicate that no High

Sensitivity samples are to be coll sent for extraction unless a KM+
stain has been identified on thﬁ : likelihood that a given item of
evidence is truly associated% pe@getrator should be considered when making
the above determination. {Sr a , In an assault case where the victim was
ou ically be performed on a knife from which no

stabbed, no further tegti
KM+ stains were fqu @es s somehow clear from the available information
that the knife was dle@ a perpetrator (and there is no other evidence in the
case from whic tifiCation of the perpetrator's DNA profile is likely to be
more successQ @@gniﬁcant)

t| addition to the actual evidence item, swabs collected from
the NYPD are also received for testing. In these situations it
@&n appropriate for the Schedule of Analysis to indicate that KM
g on the item is not necessary if one of the associated NYPD swabs
und to be KM+.

%(er evidence is included in the case that does not warrant testing, these items

establishes case status.”

&2» hould be scheduled: “Do not schedule for examination until supervisor

&

Revision History:

February 9, 2010 — Initial version of procedure.

September 27, 2010 — Added MiniFiler and PowerPlex Y to the list of PCR DNA Tests Available for use (Section B).

Added information for touched clothing acceptance.
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A.

Types of cases accepted by the Department of Forensic Biology

Case Type Associated Samples Case Designation
Homicide - Evidence . |FBYY-
- Elimination exemplars
Sexual Assault ] Ex'rgﬁ:;ﬁm exemplars* FBYY- ####
- Pseudo-exemplars (such\%?
Suspect bottles, cups, cigarett FBYY-S###H#H
- Exemplars (oral swals, Bidod
Property Crimes ] E;I"rgﬁ]r;ﬁm . @KE* FBYY- ###
- Evi N\

Weapons (CPW, Found Firearn) E‘)ﬁfggfe FBYY- #
Assault - EvideiighS FBYY- #H#
- Ex%la S
Forensic Paternity ' m t of conception FBYY- st
7 Exefnplars

s\c \\Post-mortem samples
: e . £ Kinship exemplars
gp/:idses?rt]m%deglér:;? Ren'gs - Pseudoexemplars (razors, |FBYY- #####
9 @ toothbrushes, underwear,
IR etc.)
- - Post-mortem samples D@YY-#

e\
Mass Dlsaetgo

- Kinship exemplars
- Pseudoexemplars (razors,
toothbrushes, underwear, etq

(where @ = One-
letter borough
rdesignation)

Mitochondrlal DNA Testing

- Evidence

(MtDNA) - Exemplars FBY Y-
- Evidence Assigned by
Outsourced - Exemplars contract lab
Proficienc - Evidence Designated by
y - Exemplars vendor

* A biological sample from a known individual (commonly a husband or consensual partner),
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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B. PCR DNA testsavailablefor use

. . : COoDISs
Supplier Kit L oci digible
D8S2279, D21S11, D7S820, CSF1PO,
| dentifiler* D3S1358, THO1, D13S317, D16S539, Yes
D2S1338, D19A433, VWA, TPOX,
ABI D18S51, Amelogenin, D5S818, BFGA
D13S317, D7S820, Amelo ‘IQ
MiniFiler D2S1338, D21S11, D16 »D18S51, Yes
CSF1PO, FGA
DY S391, DY S389I, 9, DY S389I1,
Promega PowerPlex Y* DY S393, DY S3 85, DY $438, No
DY $437, DY% S392
YM1 DYSﬁI@ég |, DYS389ll, DYS390 No
OCME \ -
MtDNA HVI, [IN¥irect sequencing Yes

*Systems used for routine casewo»&v-’

\
C. Scheduled analysis s\o

Depending on the case@%y be necessary for other types of examinations to be done
before or after the ment of Forensic Biology examines an item. Fingerprint
processing, gun \residue, hair and fiber examinations, etc., may be equally or more
important than @esence of biological fluids.

The sched% analysis can range from determining only the presence of semen, saliva, 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 Ill, 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 chanfggrioritized items are negative and additionaldevice

must be examined, or if additional evidence is accepted by the laboratory.

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 APPROVED BY PAGE
02-09-2010 EUGENE LIEN 3 OF 15

D. Target dates

Target dates are assigned by the evidence sign-in team and/or supervisors based on the
available information.

Case Type Default Target Date
Homicide 60 days
: \~

Sexual Assault (Kit Serology Report) 30 days ON
Sexual Assault (Kit DNA Report) 30 days frp@gdate of Serology Report
Sexual Assault (Additional Evidence) 60 \Y
Forensic Paternity 60
Property Crimes yg
Weapons (\ o) days
Assault ¢ 1;‘ 60 days
Missing Persons (\& 30 days
Suspect S\V 30 days
Mitochondrial DNA ‘@ 90 days
Proficiency N\ Assigned by vendor

: ‘(\
Mlscellaneousg \ 60 days

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

Regardless of the target date, a report should be written and submitted to a supervisor for
review no later than seven calendar days after the last analytical results are available.
Each supervisory level has an additional seven calendar days for review of the case and
forwarding to the next reviewer.
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E. Caseflow
General Processing Flow Chart

HOMICIDE, SEXUAL

PATERNITY, MISSING
PERSONS, AND
SUSPECT CASES

ASSAULT, ASSAULT,
AND MISCELLANEOUS
CASES

IDENTIFY 0
BLOOD/SEMEN/
AMYLASE

EXTRACT

N ‘
C)Q COMPARE TO

VICTIM,
SUSPECT(S),
AND DATABASE

A

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

EXEMPLAR 0
EA PROCESSES SAK »| ENVELOPE TO "IN > P%:‘SGTF‘{:'ES”;.
PROGRESS"
A CRIMIMALIST, ¥
LEVEL Il OR SEROLOGY RESULTS
SEROLOGY RA < RECEIVED AND |« NMDriLE STAYS WITH EA
WRITES THE COLLATED
SEROLOGY REPORT 0
SEROLOGY REPORT @
. |15 ADMINISTRATIVE FILE TO "CLOSE SAK™
REVIEWED AND RACK
DISTF‘.IE-UTEDE :E

AMYLASE
POSITIVE?

SPERM / P30
POSITIVE?

SAK |15 CLOSED AND
RETURNED. \ YES
* &

YES

l

CASE FILE TO BE \*
FILED Q NO

1S THERE A

SUSPECT? YES—m | DETERMINE DNA RA

) EXEMPLAR SAKIS CLOSEDAND | | T oRDA
CUTTING EXTRACTION

¥

FILE TO DNA RA

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 APPROVED BY PAGE
02-09-2010 EUGENE LIEN 6 OF 15
Property Crimes Processing Flow Chart
EA EXAMINES CASE
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F. Sample Scheduling and Submission for High Sensitivity Testing and Case Transfer

High Sensitivity testing is an additional type of testing that is available for samples from
all case types. Candidate samples for this testing are touched objects which likely consist
of only skin or epithelial cells, and samples that were found to contain biological fluid but
did not yield results with HCN DNA testing techniques. Samples with low amounts of
DNA template are referred to as Low Template DNA (LT-DNA) samples, while those

with high amounts of DNA template are called High Template%\lA (HT-DNA) samples.

The High Sensitivity Team may accept cases with touch
and sexual assault cases if this is the only evidence i
last resort after all other testing options have been

hing for homicide, assault,
ase or if this is the evidence of

Touched objects often yield potential LT-DNA@Ies and as such should be tested with
High Sensitivity methods. Cases tested ingffally for HT-DNA may also contain samples
with the potential for High Sensitivity tesﬂ%Nhen HT-DNA testing has been
completed, the Reporting Analyst an(%s ervisor should evaluate the case for potential
High Sensitivity testing. (1/

Detecting DNA on a touched o@q simply indicates the presence of DNA and does not
infer the mechanism of depo‘ﬁx of that DNA. If DNA is not detected on a touched
object, this does not indic@la k of contact. Therefore, the relevance of generating a
DNA profile(s) on an it ould be carefully considered prior to testing. For most cases,
if informative profile@roduced with HT-DNA testing, additional High Sensitivity
testing is not Wa@e . Even if there are no informative profiles in a case, before
initiating High t& Itivity testing, if there is an arrested suspect, the ADA assigned to a
case should nsulted. If there is no arrested suspect, and no or insufficient
informativ iles, High Sensitivity testing may be attempted.

1. Sample Triage

A sample may be designated for High Sensitivity testing upon initial acceptance
or following testing with HT-DNA testing which does not yield sufficient DNA or

a robust profile. A supervisor must approve submission of a previously processed
sample for High Sensitivity testin§ince DNA extracts degrade with time, High
Sensitivity testing may commence prior to completion of standard testing and its
review.
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a. Samples that would potentially yield low amounts of DNA are typically

objects that have been handled and do not contain biological fluid such as
blood, semen, saliva, or even sweat. If an analyst is swabbing such an
item, the High Sensitivity swab and swabbing procedure should be
utilized. These samples may include but are not limited to:

1)

v

Any touched object

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

9)
h)
i)

)

P\

xR

Side of bottles, cans or containers (K@ouths)
Business, credit, identification, r phone cards

Keyboards or computer mice

Keys @
Handles of various ite@ch as brushes, combs etc

Jewelry \Q
e

Letters or en

Pens or m%s

Pouch %r cell phones, glasses, PDAs, MP3 players etc
R§ és;strings, tape, zipties, or objects used for binding or
sulation

llets, purses, or bags including garbage bags
Wrappers for condoms or candy etc

KC) m) Weapons

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

iii) Gun handles, triggers, magazines

iv) Knife handles
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2)  Finger or palm prints
3) Swabs that were previously taken from touched objects such as:

a) Counters or banisters (these may often yield mixtures and
should be accepted as a last resort item)

b) Headboards
c) Portals such as window sills or doo@les
d) Switches for lights etc

e) Steering wheels or handles (@oors

4) Swabs taken by the latent i oratory prior to fingerprint
treatment unless it is specifi at possible blood, semen, or saliva
was recovered with t b. (If the swab is KM positive upon

examination for Hi Sitivity testing, the sample should be sent
ough DNA is recovered.)

for HT-DNA typi
b. There are some sa&iljgthat may not easily be categorized as either High
Sensitivity or testing appropriate; sample triage will depend
upon the sp of the case. Nevertheless, as a general gyideline
consider s ées that are handled to be High Sensitivity samples whereas
samp é could potentially contain saliva, sweat, blood or semen
shouT% deemed HT-DNA samples. If HT-DNA samples do not yield
D y can be subsequently transferred for High Sensitivity testing

% 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
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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-DNA
testing, the following samples should be considered for submission to
High Sensitivity Testing pending approval of a supervisor:

1) Those with insufficient DNA for PCR DNA typing, but
a) Amylase, P30, or KM positive \6
b) Scrapings or swabs of any handl jects
2) Those that produce a poor STR p despite a sufficient

quantitation value

3) Note that if HT-DNA testing@ates the presence of a mixture, at
best LT-DNA testing ca ly*generate the profile of the major
component of the mixh%. inor components may be used for
comparisons, but c@o be deduced unless the sample is an intimate
sample.

d. For cases with touﬁed clothing, specific information is needed on where
the individual @uched (“On the arm” or “On the neck” is acceptable;
“somewherenpn e shirt” is not acceptable). Exemplars from the victim(s)
must be s@ed prior to any touched clothing is tested.

2. Sample Scﬁ@ing

\?51 case is submitted for High Sensitivity DNA testing, all relevant

books and databases should be completed as with HT-DNA testing. If
the case already has an entry in the database for HT-DNA testing, a
second entry should be made for the High Sensitivity DNA testing portion.
In this instance, the date received is defined as the date the case was
transferred to the High Sensitivity team. However, if the evidence is not
stored in the Forensic Biology Department, the date received is defined as
the day the evidence returns to the lab.

a

b. High Sensitivity cases have a 60 day target date.
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C. If cases only contain LT-DNA-type items scheduled for examination, the

case should be transferred directly to the High Sensitivity team for
examination. A rack is situated in the evidence exam room for these files.
These items are scheduled with the letter on the Scheduled Analysis
designated for “High Sensitivity testing”.

d. If HT-DNA type evidence is the only type of evidence scheduled in the
case, but LT-DNA-type evidence is also includegs the LT-DNA items(s)
should be scheduled with the appropriate lett ‘Do not schedule for

or fewer HCN type items are scheduled with 5 LT-DNA items, the

examination until supervisor establishes ca tus.” OR if, in general, 5
case may be assigned as a “Hybrid” %Qée Section F below.

1) After HT-DNA testing h kﬁﬁompleted and case circumstances
;;o

suggest that LT-DNA te should be done on some items/samples,
the Reporting Anal r supervisor may submit the file to the
High Sensitivity r evaluation..

a) If there is,an §frested suspect, first contact the ADA assigned to
deter, hether High Sensitivity DNA testing is warranted.

es&l no suspect, consult the relevant agency investigating
cident.

If
%
3. Case Files a@ ransfer

a. NA testing has already been started or completed in a case, a
{econd file may be generated when items are tested by the High
ensitivity team. The HT-DNA testing results may be located in file 1 of
2, and the second file may contain High Sensitivity DNA testing results.

b)

b. If HT-DNA testing has concluded and the report has been reviewed,
forward the file to the High Sensitivity DNA team for evaluation..

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:

1)

2)

3)

4)

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

Sensitivity supervisor so that copies of the contact sheet to date, the
61 report, and relevant laboratory requests and vouchers can be made
and included in the High Sensitivity file.

The High Sensitivity supervisor should t
determine which samples need LT-D
additional examination, the High SegSifivity supervisor will schedule
those items for examination, cr ew database record, and
transfer the relevant chain of§ ies to the new High Sensitivity

@/aluate the case to
ting. If items need

case file. (Following exam the High Sensitivity analyst
should return the origin f custody to the original case file).

If the sample has m been extracted, the extract location, and the
name and Iocaﬂ% e relevant extraction or microcon negatives
will be noted b, igh Sensitivity supervisor. When the samples
are broug téthe LT-DNA laboratory, state “transferred to

HiSens” ( imilar statement indicating the transfer) in the DNA
trackin eet. The High Sensitivity team will temporarily transfer

the t tube to the LT-DNA facility, where it will be stored in a

Ko labeled “transferred from HSC testing”. A new tracking

@eet will specify all aliquots for High Sensitivity testing and will be

?30

ept in the High Sensitivity file. Upon completion of High
Sensitivity PCR DNA testing, the original extract tube will be
returned 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.

4, Report Notations

In both reports, a reference to the other report should be made according to the
following situations:

a. HT-DNA report: If the case file will be submit the High Sensitivity
team for evaluation, state “This case will bs arded to the High

Sensitivity group for further evaluation.’
b. High Sensitivity DNA report: Q

1) If the HT-DNA report, was @Gy issued state “This is an
additional report. For prgwou® results, evidence received, and

disposition, see repor

2) Ifthe HT-DNA re as not yet issued, the HSC report will be an
additional reportt t of the High Sensitivity report

5. Communication s\oK

When a case is pr@ssed for High Sensitivity and HT-DNA testing
simultaneously. @ ysts of both teams must communicate and share results
Moreover, W. testing occurs subsequently, the High Sensitivity DNA analyst
should re ults to the HT-DNA analyst

Covﬁolcation between analysts sharing cases facilitates such necessary tasks as

the 1gllowing:

a Comparison of foreign profiles in either file to mixtures suitable for
comparison in the other

b. Assignment of foreign profile monikers (i.e. Male Donor A, B, C...)

C. Establishment of report dates and report order
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G. Sample Scheduling and Submission for Hybrid Testing

Hybrid cases are those cases classified as either a homicide or assault and which include
informative HT-DNA and LT-DNA type items. In general, the number of each type of
sample scheduled is limited to 5 HT-DNA and 5 LT-DNA type items (for a total of ten
items per case). In some instances, it may be appropriate to split the case into HT-DNA
and High Sensitivity portions and to process the samples separately. However, in these
situations, the results of each type of testing will need to be c ared with each other as
with any other case split between two groups for testing. Rﬁ the appropriate sections

in this manual for scheduling of High Sensitivity and HT- ems.
1. Examples of cases appropriate for Hybrid te re as follows:
- Assault allegedly committed by a p€ r persons unknown to the victim

- Cases including gun swabs, pr&r fewer HT-DNA type items
2. Examples of cases that areﬂ&ppropriate for Hybrid testing are as follows:

a. Assault or ho icécases where the HT-DNA evidence is likely to be
more inform trigﬁ\ the investigation than the High Sensitivity evidence.

b. Assault with weapons such as knifes, bats, sticks, etc., for which
therei rrest and/or the individuals involved obviously knew each
ot ., mother- daughter, husband-wd&uld NOT be scheduled as
h cases. The handle of the weapon should NOT be scheduled for

Sensitivity testing

Thesi cases should be assigned for HT-DNA testing only; if in the future, testing
of the handle of the weapon is requested, this can be done by the High Sensitivity
team

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

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

When a case is submitted for Hybrid testing, all relevant logbooks and databases
should be completed as with any other testing. If the case already has an entry in
the database for testing with the same or another group within the lab, a second
entry should be made for the Hybrid testing portion. In this instance, the date
received is defined as the date the case was transferred to the Hybrid team.
However, if the evidence is not stored in the Forensic %c))gy Department, the
date received is defined as the day the evidence ret the lab.

Hybrid cases have a 60 day target date. 0
A “Hybrid” rack is situated in the evidenc @n area for these files.

The Schedule of Analysis for a Hyb% i1lence item may indicate that no High
Sensitivity samples are to be coll nd/or sent for extraction unless a KM+
stain has been identified on th . The likelihood that a given item of
evidence is truly assomated perpetrator should be considered when making
the above determlnatlon ample, in an assault case where the victim was
stabbed, no further te t' ould typically be performed on a knife from which no
KM+ stains were fqu ess it is somehow clear from the available information
that the knife was dled by a perpetrator (and there is no other evidence in the
case from whic entification of the perpetrator’'s DNA profile is likely to be
more successQ d/or significant).

a. @mes, in addition to the actual evidence item, swabs collected from
item by the NYPD are also received for testing. In these situations it
?75 often appropriate for the Schedule of Analysis to indicate that KM
testing on the item is not necessary if one of the associated NYPD swabs
is found to be KM+.

If other evidence is included in the case that does not warrant testing, these items
should be scheduled: “Do not schedule for examination until supervisor
establishes case status.”

Revision History:

February 9, 2010 — Initial version of procedure.

September 27, 2010 — Added MiniFiler and PowerPlex Y to the list of PCR DNA Tests Available for use (Section B).

Added information for touched clothing acceptance.
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The first step in proceeding with casework is evidence examination. The results of the evidence
examination, in addition to the scheduled analysis, determine subsequent laboratory testing.
Submission of samples and evaluation of analytical results becomes the responsibility of the
Interpreting Analyst (IA) for the case. After testing is completed, the 1A writes the report for the
case. The analyst who signs the report will typically testify in court when necessary. In
subcontracted cases, where testing has been completed, the first Criminalist to review the case
becomes the IA and will write additional reports and testify as needed.

Serial or pattern cases (see description below) are transferred to tg\@who managed the first

case in the pattern.
(\
o

Each incident has a unique Forensic Biology (FBg5 er, which usually means one case file per
victim. Exceptions includewltiple incidents (horn)sﬁﬂ uicide, assaults/sexual assaults with

more than one victim, or mass disasters); fo ple, a double-homicide is still one incident, so
there would be a file with tweictims. Serial@% ern crimes (more than one homicide, sexual
assault, or assault but over a period of ave individual case files per victim. All evidence
associated with each incident will u same FB number. Should both HSC and High
Sensitivity or mtDNA testing be % d on evidence in the same case, the secondary type of

General Guidelines

testing should be included in a sgdgnd file for the case associated with the same FB number.

All information regarding a must be kept in the case file, in a neat and organized manner.
There should be no lo ges, Post-Its, etc. If a case file becomes very large, divide it into
separate file folders, | d “1 of 2, “2 of 2,” etc. Often, this occurs when extensive DNA

testing or crime sge construction is done on a case; the separate file folders may hold the
different types o?%&&yses done. Notes should be legible and organized.

If corrections are made on examination documentation (right side of file), a strike-through must
be drawn through the error; initialed and dated by the person making the changes. Additional
notations, including interlineations, made on the examination documentation must also be
initialed and datedNever obliterate, including using “white-out,” any notes or entry in a
worksheet.

Controlled versions of Department of Forensic Bigldganuals 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 APPROVED BY PAGE
02-09-2010 EUGENE LIEN 20F 4

Exemplars or pseudo-exemplars from suspects are analyzed separately, since they may be
associated with more than one victim. The file is arranged in the same format as evidence files,
containing all the handwritten notes, worksheets, etc. for the analysis of the exemplar. These
results stand-alone and do not need to be included in any other case files.

The suspect DNA typing report also stands alone, and is issued separately from the report
describing the DNA typing of the evidence. If the suspect does not match any previous cases, a
report is written stating that conclusion. If the suspect does match pgevious cases, a report is
written listing all the matching cases along with a summary of the \%ical results from the
previous cases. All cross-referenced cases should be written o outside of each file.

Case files created by a contract laboratory will not contai ch of the information listed below.
The administrative paperwork, analytical paperwork, re rmat, etc. will differ from case
files created by the Department of Forensic Biology.

1. All administrative documentation (left si(ﬁ@e identified for association to the case
record (e.g., FB number); multipage (%I together) administrative documents may be
identified with a single case numbef. following are clipped to the left-hand side of
each file from bottom to top:

a. Case contact formsg, é&gnenting:
* Basic informati n the victim (and suspect, if applicable)
» Discussions etectives, attorneys, or others

>
b. Schedul lysis form, documenting:
*  Wha((items are to be analyzed and in what manner
?ge date and review dates, etc.

. %t items are not to be analyzed

C. Copies of NYPD paperwork: 61 form (NYPD complaint report), request for
laboratory examination forms, ECT collection forms (if present), evidence
vouchers (documentation of evidence collected), contracts with outside
jurisdictions
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d. Miscellaneous correspondence, suctcagsies of sexual assault kit paperwork or

memos to and from outside laboratories.

e. Chain of custody forms, documenting evidence received and released
f. DNA extract tracking forms
g. Forensic Biology laboratory reports, route sheet, and a%fax confirmation sheets.

h. CODIS paperwork generated during or after the @IS.

number and date, the

, the handwritten initials
umbers. The following are
ach file from bottom to top:

2. All pages of examination documentatioast have th
handwritten initials of theinterpreting analyst for
of the analyst performing a particular test, and
clipped to the right-hand side (analytical sig&y0
a. Autopsy case worksheet, if ap '}e.

S

b. Exemplar processing wor&gl(

C. Handwritten notes, w eets, and photos documenting the evidence

examinations. b

d. P30 ELISAa amylase worksheets

e. DNA ex@)n, amplification, and typing results

f. Qu%&tion worksheets

g. Results table/profile generation sheet (if applicable)
h. PCR statistics worksheets

I. The case productivity worksheet, documenting the total number of examinations
and tests for laboratory statistical purposes.
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For each piece of evidence examined thatest be an entry in the productivity

sheet, even if no tests were performed (for example, a shoe with no stains).
Whether an actual analysis is performed it takes time to examine the evidence and
each examination represents, for statistical purposes, a test. The total number of
tests from previous summary sheets showkdoe included in any subsequent
summary sheets.

The case productivity worksheets are not intended as a suml%y of the analytical
results and test results should not be indicated here. %

Revision History:
February 9, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE

Chain-of-custody refers to the documentation that tracks the receipt of evidence (either post-
mortem autopsy specimens or physical evidence obtained through investigations), through the
analytical process, until it leaves the control of the laboratory.

The laboratory receives evidence primarily from the OCME Evidence Unit. The Evidence Unit
assigns a number (EU number) to the evidence and stores it under | and key. Only Evidence
Unit personnel have access to these locations.

The NYPD and other agencies and jurisdictions may bring e
Evidence from the OCME is received from all of the OCM
Normally, at the conclusion of the scientific testing, the
Unit, if an NYPD case, or returned directly to the subi\
Management Manual. Q

e directly to the laboratory.
tions via the Evidence Unit.

ce is returned to the Evidence
agency. For specifics, see the Case

Department of Forensic Biology defines duct as information generated during the

There may be conflicts concerning Whatf:;@% “evidence” versus “work product.” The
course of a scientific examination such ;s phs, 35 mm slides, photographs, extracted DNA,

amplified DNA, electropherograms, F ards, or stained slides.

PROCEDURE @
A. Case numbers \QA

Case numEe discussed in depth in the Case Acceptance procedure.

B. Item numbers

An item refers to a single piece of evidence received by the laboratory. Each item is
assigned a unique number, and can be cross-referenced to a police voucher number, i.e.,
Item 1 on voucher H996103.
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Evidence receipt

All evidence received in the laboratory must be properly sealed. Staples are not an
acceptable seal. All evidence must be packaged in breathable paper or Tyvex when the
laboratory receives it. Most evidence is accepted into the OCME by the Evidence Unit
and is assigned an Evidence Unit number.

The paperwork transferred with the evidence is reviewed to epsure that the evidence
belongs in the Forensic Biology Department. Generally, thi\q wing items are not

accepted: 0
(1) Items requiring fingerprint exams Q
(2) Items intended for hair/fiber exams %

(3) Items intended for gunshot residue ex

(4) Hair, fiber, or other trace evidence Q

(5)  Clothing from the deceased r\

Signatures (19

Evidence from user agencieg i sferred from the Evidence Unit, where it is stored, to
a member of the Forensic_Bi Department. The chain-of-custody form is filled out
to reflect this. All dates ecorded contemporaneously. The following reflect how a
chain-of-custody form i pleted.

1. For evi?@ivered from an outside agency directly to a member of the

Forensi logy Department. This is not a routine occurrence.
VOUCHER ITEM% * | RECEIVED FROM SHIELD RECEIVED BY DATE
F123456 1-6 Det. Smith 4567 P. Ryan 1/2/99
F123456 1-6 P. Ryan - Evidence Unit 1/2/99
F123456 1-6 Evidence Unit - Shelf B (storage) 1/2/99
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2. For evidence delivered from an outside agency, the Evidence Unit signs in the

evidence then signs it over to the Department of Forensic Biology when it is ready
to be examined.

3. Evidence from the OCME is received in sealed boxes containing a chain-of-
custody form. This evidence is taken into the laboratory by a Criminalist assigned
to this task and then assigned an appropriate FB Number.

VOUCHER | ITEM(S) RECEIVED FROM SHIELD RECEI%B’{( DATE
——————— PM 1-3 autopsy PM specimens | ---- P. AR*a\U 1/2/99
——————— PM 1-3 P. Ryan e tOrage 1/2/99

E. Storage of evidence ;

Q

Evidence is stored in a secure locatio thit is assigned for analysis. Normally,
evidence is delivered to the Evide wt, assigned an EU number, stored in the
Evidence Unit and then transferr S(tlme Forensic Biology Department for examination.
Evidence in progress (pendingéimination, pending review, etc.) is securely stored with
the Evidence Unit.

F. Disposition — NYPD vo ed items
*
After the analyti * Is completed, the evidence is packaged according to NYPD
protocols and r d to the Evidence Unit. The date and signatures are recorded on the
chain-of-cust rm.
G. Disposition ¥- retained items

Retained items must be documented in the Chain of Custody form of the case.

All DNA extracts are retained and have a separate tracking sheet, which is part of the
casefile.
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H. Disposition — non-NYPD cases

If a case comes into the laboratory from a non-NYPD agency, all evidence, with the
exception of retained items, is returned directly to the submitting agency.

OCME transport of specimens from outer boroughs

Autopsy evidence sent from the OCME offices in Manhattan,
Bronx, and Staten Island is received in sealed, plastic cont
a Transport Manifest that has a Transport Container Nu
Transport Manifest are stickers with case numbers a
inside the container.

J. Sample tracking in the laboratory @

After samples are removed from the evim ’ a witnessing procedure may be used to
show that testing is being performed e’correct sample. Witnessing occurs at several
points during the analysis: when e>él$} whole bloods are removed from a blood tube
and made into a dried stain, P30 gleté€tion, Amylase detection, DNA extraction, DNA
guantitation, amplification sej- nd during capillary set-up stages to insure that the
sequence of tubes contaig@A or sample matches the appropriate worksheet. The

oklyn, Queens, The

. Inside each container is
nd is dated. Pasted to that
ar codes for those specimens

witnessing person must i\l the worksheet.

K. Consumption of a s\a@@

If possible, the@ty of an item or sample should not be consumed during analysis. It
is recommgn at at least 25% of the sample be saved for future analysis, if needed.
Howeverr,rﬁh e opinion of the analyst, 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.
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L. Specific guidelines for different evidence types
1. Forensic Biology Cases
a. Whole blood and post-mortem blood

A stain is prepared on stain cards and is retained in the laboratory.
Eventually the stain cards are transferred to longaterm storage. For
disposal and disposition guidelines, see Forerﬁ\ iochemistry Manual,

version 4.0, 0

b. PM sexual assault evidence Q

Sexual assault evidence obtain@ér an autopsy is secured until
processed. Following the gu@n in the Case Management Manual, all
items are returned to the E"\ e Unit. This will be reflected in the

chain-of-custody.
A

VOUCHER | ITEM(S) RECEIVED FRO@ SHIELD RECEIVED BY DATE
------- PM 1-3 Autopsy g‘o\ P. Ryan 1/2/99
------- PM 2D-H P. RyanA N ---- Retained samples 1/6/99
------- PM2A-C | P. Fi@ W. Morrow 1/6/99
——————— PM 1-3 %an Evidence Unit 1/2/99

¥
?S
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C. Other PM items

Hairs, fingernails, tissues, etc. may also be received from the autopsy and
then retained. Specimens with a dried bloodstain may be discarded, which
will be reflected on the chain-of-custody form.

VOUCHER | ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE
....... PM 1-3 Autopsy -—-- P. Ryan \6 1/2/98
------- PM 1-2 P. Ryan -—-- PM stq&@b\ 1/2/98
_______ PM 3 P. Ryan PIdeder 1/2/98
------- PM 3 PM freezer ! y:an 1/20/99
------- PM 3 P. Ryan @ iscarded 2/3/99

subsequent missing #elsort identification will be retained.

Q"
Tissues obtained for;ﬁéﬁagnosis will be retained frozen. Bones for

2. Non-Forensic Biology, c@&
a Blood 6&

The Fo@gﬁ: Biology department receives EDTA blood, if available, from
m \topsies. Most of these do not fall within the mission of the
I@ment of Forensic Biology because they are not the subject of a
y investigation or body identification. For disposition and disposal
?’guidelines of these samples, see the Forensic Biology Serology Manual.

b. Other PM items

Other post-mortem items are occasionally received on non-FB. cases
These items are usually discarded within two manths
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3. Additional analysis on retained samples
When analysis is done on samples that were previously retained, the chain-of-
custody will reflect this:
VOUCHER | ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE
F123456 1-6 A. Anzalone ---- P. Ryan 1/2/99
F123456 | 1-6 P. Ryan Shelf B (\\‘5 1/2/99
F123456 | 1-6 Shelf B F. B\ 214/99
F123456 16 F. Baldi R@Bﬁs 214199
Retained Iltems F. Baldi §:aained storage 2/4/99
Retained Items Retained Storage ,\w P. Buffolino 3/4/99
Retained ltems P. Buffolino KQ Retained Storage 4/4/99
N
4. Items transferred to or from% CME departments
Specimens are sometj (brought into the laboratory from other OCME
departments. For ex , Sometimes evidence is received on cases for which
autopsy specimenﬁe not received by the Department. In these instances,
appropriate spe@ s may be obtained from the Forensic Toxicology
Department, stology Laboratory, or from DNA database specimens. The
chain-of- y must reflect this:
O
VOUCHER | ITE RECEIVED FROM SHIELD RECEIVED BY DATE
toxicol. Bloo B. Marker (toxicology) M. Samples 1/2/99
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Evidence is occasionally transferred to another OCME department, such as a
knife to a medical examiner, who wishes to examine it. The chain-of-custody
must reflect this:

VOUCHER | ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE
F123456 1-6 A. Anzalone P. Ryan 1/2/99
F123456 1-6 P. Ryan ShelfB 1/2/99
F123456 1 Shelf B P. Ryar%\" 1/3/99
F123456 1 P. Ryan e Dr. G{s 1/3/99
F123456 1 Dr. Gilson - )&mples 1/3/99
F123456 1 M. Samples g\&{élf B 1/3/99
5. Unlabeled items '\Q
Occasionally autopsy speci %re received with no identifying case numbers,
specimen types or other idehtifying information. These specimens are discarded.
6. Submittal to other ag@
Instances arise t quire the Department of Forensic Biology to send evidence
to other agenci laboratories. Under most circumstances this is accomplished
using overnt ail services; the shipping paperwork is kept in the case file. The
chain-of- y will reflect this.
N
VOUCHER ITEV\?} RECEIVED FROM SHIELD RECEIVED BY DATE
Retained Iltems M. Samples ---- FBI via FedEx 1/2/99

When the evidence is returned to the Forensic Biology Department through mail
services, the chain-of-custody must be filled out similarly.
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If additional items, such as DNA extracts, are returned, a new chain-of-custody
form must reflect that.

VOUCHER | ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE
Retained ltems M. Samples ---- FBI via FedEx 1/2/99
Retained Items FBI via reg mail --e- M. Samples 1/4/99
Extracts FBI via reg mail M. SamplesCn 4/4/99
Extracts .- M  Sanpl es -—-- DNA si@e' 4/4/99

Revision History:
February 9, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE

Chain-of-custody refers to the documentation that tracks the receipt of evidence (either post-
mortem autopsy specimens or physical evidence obtained through investigations), through the
analytical process, until it leaves the control of the laboratory.

The laboratory receives evidence primarily from the OCME Evidence Unit. The Evidence Unit
assigns a number (EU number) to the evidence and stores it under lock andé(g. Only Evidence
Unit personnel have access to these locations. \

@ctly to the laboratory.
via the Evidence Unit.

returned to the Evidence
ncy. For specifics, see the Case

The NYPD and other agencies and jurisdictions may bring eviden
Evidence from the OCME is received from all of the OCME lo
Normally, at the conclusion of the scientific testing, the evid
Unit, if an NYPD case, or returned directly to the submitti
Management Manual. Q

Department of Forensic Biology defines wor t as information generated during the

There may be conflicts concerning what conskt‘i;@e idence” versus “work product.” The
course of a scientific examination such as grsph 5 mm slides, photographs, extracted DNA,

amplified DNA, electropherograms, FT]I s, or stained slides.

R

PROCEDURE @6
A. Case numbers \6\4

Case numbﬁrs geﬂscussed in depth in the Case Acceptance procedure.

B. Item numbers

An item refers to a single piece of evidence received by the laboratory. Each item is
assigned a unique number, and can be cross-referenced to a police voucher number, i.e.,
Item 1 on voucher H996103.
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C. Evidence Seals

A proper seal is a seal that prevents loss, cross-transfer, or contamination while ensuring
that attempted entry into the container is detectable. This could include heat seals, tape
seals, or a lock with the initials of the person creating the seal being placed on the seal or
across the seal onto the container. Staples alone are not a proper seal.

The preferred type of proper seal used internally by the Departm %A tape seal that
bears the initials of the person who created the seal on the seal oss the seal and onto
the container, and the date. Staples alone are not an acc seal, although they may
be used in conjunction with tape to make it easier to app, &pe seal to a container.

If evidence that is received by Department does no@a proper seal, an Evidence
Deficiency/Discrepancy Form must be complem forwarded to a supervisor for
approval. The condition of the seal is also d ted in the Evidence Packaging

Worksheet. Q

All evidence returned to the Eviden {Jlffmust be properly sealed. Supplement
improper original seals with a lab ry seal; however, preserve the original seals
(including the initials of the pe ho created the seal) as much as possible. If this is
not possible, consult with a %grvisor for the best course of action.

D. Evidence receipt AQ

Most evidence Lﬁﬁ)ted into the OCME by the Evidence Unit and is assigned an
Evidence er. All evidence received in the laboratory must be properly sealed.
All evideni%ﬁst be packaged in breathable paper or Tyvex when the laboratory
receives it.

The paperwork transferred with the evidence is reviewed to ensure that the evidence
belongs in the Forensic Biology Department. Generally, the following items are not
accepted:

1) Items requiring fingerprint exams

2 Items intended for hair/fiber exams

3) Items intended for gunshot residue exams
4) Hair, fiber, or other trace evidence

(5) Clothing from the deceased

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

EVIDENCE CONTROL

DATE EFFECTIVE APPROVED BY PAGE
10-28-2010 EUGENE LIEN 30F9
E. Signatures

Evidence from user agencies is transferred from the Evidence Unit, where it is stored, to
a member of the Forensic Biology Department. The chain-of-custody form is filled out
to reflect this. All dates are recorded contemporaneously. The following reflect how a

chain-of-custody form is completed.

1. For evidence delivered from an outside agency directly t ber of the
Forensic Biology Department. This is not a routine$ ence.

VOUCHER [ ITEM(S) RECEIVED FROM SHIELD @@IVED BY DATE

F123456 1-6 Det. Smith 4567 . Ryan 1/2/99

F123456 1-6 P. Ryan -\ ~» Evidence Unit 1/2/99
. . NI

F123456 1-6 Evidence Unit \ Shelf B (storage) 1/2/99

2. For evidence delivered from arf;keide agency, the Evidence Unit signs in the
evidence then signs it over tc({he epartment of Forensic Biology when it is ready
to be examined. s\

3. Evidence from the E is received in sealed boxes containing a chain-of-
custody form. T idence is taken into the laboratory by a Criminalist assigned
to this task af n assigned an appropriate FB Number.

A
VOUCHER ITEM(S)(\)QECEIVED FROM SHIELD RECEIVED BY DATE
N
------- PM 1- autopsy PM specimens P. Ryan 1/2/99
v
------- PM 1-3 P. Ryan PM storage 1/2/99
F. Storage of evidence

Evidence is stored in a secure location until it is assigned for analysis. Normally,
evidence is delivered to the Evidence Unit, assigned an EU number, stored in the
Evidence Unit and then transferred to the Forensic Biology Department for examination.
Evidence in progress (pending examination, pending review, etc.) is securely stored with
the Evidence Unit.
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G. Disposition — NYPD vouchered items

After the analytical work is completed, reports are written, and technical reviews are
complete, the Evidence Unit is notified that the evidence may be returned to the NYPD .

H. Disposition — retained items
Retained evidence items must be properly sealed and documente e Chain of
Custody form of the case. 0

All DNA extracts are retained and have a separate track@et, which is part of the
casefile. ;
l. Disposition — non-NYPD cases Q

If a case comes into the laboratory from @IYPD agency, all evidence, with the
exception of retained items, is returnechr/ y to the submitting agency.
J. OCME transport of specime @; outer boroughs

Autopsy evidence sent fro OCME offices in Manhattan, Brooklyn, Queens, The

Bronx, and Staten Island ived in sealed, plastic containers. Inside each container is
a Transport Manifest s a Transport Container Number and is dated. Pasted to that
Transport Manif tickers with case numbers and/or bar codes for those specimens
inside the contaic)

K.  Sample tr% in the laboratory

After samples are removed from the evidence, a witnessing procedure may be used to
show that testing is being performed on the correct sample. Witnessing occurs at several
points during the analysis: when exemplar whole bloods are removed from a blood tube
and made into a dried stain, P30 detection, Amylase detection, DNA extraction, DNA
quantitation, amplification set-up, and during capillary set-up stages to insure that the
sequence of tubes containing DNA or sample matches the appropriate worksheet. The
witnessing person must initial the worksheet.
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L. Consumption of a sample

If possible, the entirety of an item or sample should not be consumed during analysis. It
is recommended that at least 25% of the sample be saved for future analysis, if needed.
However, if in the opinion of the analyst, 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.

M. Specific guidelines for different evidence types 0@'\

1. Forensic Biology Cases ®Q
Whole blood and post-mortem bIoo@
A stain is prepared on stain c@d is retained in the laboratory.
Eventually the stain cards gr sferred to long-term storage. For
disposal and dispositior% ines, see Forensic Biochemistry Manual,
version 4.0, K
PM sexual assatﬁ\ ence
Sexual as idence obtained after an autopsy is secured until
process% Ilowing the guidelines in the Case Management Manual, all
ite@e eturned to the Evidence Unit. This will be reflected in the
c}e) of-custodly.
<K
VOUCHER |TEMV“ RECEIVED FROM SHIELD RECEIVED BY DATE
------- Autopsy P. Ryan 1/2/99
------- P. Ryan Retained samples 1/6/99
——————— P. Ryan W. Morrow 1/6/99
------- P. Ryan Evidence Unit 1/2/99
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C. Other PM items

Hairs, fingernails, tissues, etc. may also be received from the autopsy and
then retained. Specimens with a dried bloodstain may be discarded, which
will be reflected on the chain-of-custody form.

VOUCHER [ ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE
------- PM 1-3 Autopsy P. Ryan \6 1/2/98
_______ PM 1-2 P. Ryan - PM st0@®~\ 1/2/98
_______ PM 3 P. Ryan - P r 1/2/98
------- PM 3 PM freezer z;n 1/20/99
------- PM 3 P. Ryan iscarded 2/3/99

Q
Tissues obtained for diseaa nosis will be retained frozen. Bones for
subsequent missing per6oh MEntification will be retained.

2. Non-Forensic Biology @K
a. Blood 6

Biology department receives EDTA blood, if available, from
psies. Most of these do not fall within the mission of the

ment of Forensic Biology because they are not the subject of a

y investigation or body identification. For disposition and disposal
Widelines of these samples, see the Forensic Biology Serology Manual.

b. Other PM items

Other post-mortem items are occasionally received on non-FB cases.
These items are usually discarded within two months.

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

EVIDENCE CONTROL

DATE EFFECTIVE APPROVED BY PAGE
10-28-2010 EUGENE LIEN 70F9
3. Additional analysis on retained samples

When analysis is done on samples that were previously retained, the chain-of-
custody will reflect this:

VOUCHER [ ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE
F123456 1-6 A. Anzalone ---- P. Ryan . 1/2/99
F123456 | 1-6 P. Ryan Shelf B ‘A\‘ﬁ 1/2/99
F123456 | 1-6 Shelf B F.BaliNC 214199
F123456 1-6 F. Baldi ---- R: 0S 2/4/99
Retained Items F. Baldi §:&i‘ned storage 2/4/99
Retained Items Retained Storage ’\w TD Buffolino 3/4/99
Retained Items P. Buffolino KQ Retained Storage 4/4/99

N
4, Items transferred to or from ott@l}g\nE departments

Specimens are sometimgs ht into the laboratory from other OCME
departments. For exampig™eOmetimes evidence is received on cases for which
autopsy specimens ot received by the Department. In these instances,
appropriate speci ay be obtained from the Forensic Toxicology
Department, § ology Laboratory, or from DNA database specimens. The

chain-of-o@y must reflect this:
C,

VOUCHER | ITE \’RECEIVED FROM SHIELD RECEIVED BY DATE
toxicol. Blood B. Marker (toxicology) | --- M. Samples 1/2/99
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Evidence is occasionally transferred to another OCME department, such as a
knife to a medical examiner, who wishes to examine it. The chain-of-custody
must reflect this:

VOUCHER [ ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE
F123456 1-6 A. Anzalone P. Ryan 1/2/99
F123456 1-6 P. Ryan -—-- Shelf B 1/2/99
F123456 1 Shelf B -——- P. Ryan%\' 1/3/99
F123456 1 P. Ryan -—-- Dr. Q{s 1/3/99
F123456 1 Dr. Gilson )&Xples 1/3/99
F123456 1 M. Samples -——- @MfB 1/3/99

5. Unlabeled items
NO

Occasionally autopsy specime ceived with no identifying case numbers,
specimen types or other identifyi#g-information. These specimens are discarded.

6. Submittal to other agen@

Instances arise thz@re the Department of Forensic Biology to send evidence

to other agencie boratories. Under most circumstances this is accomplished
using overni il services; the shipping paperwork is kept in the case file. The
chain-of-cO{tody will reflect this.
N
VOUCHER ITEV\@ RECEIVED FROM SHIELD RECEIVED BY DATE
Retained Items M. Samples FBI via FedEx 1/2/99

When the evidence is returned to the Forensic Biology Department through mail
services, the chain-of-custody must be filled out similarly.
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If additional items, such as DNA extracts, are returned, a new chain-of-custody
form must reflect that.

VOUCHER | ITEM(S) RECEIVED FROM SHIELD RECEIVED BY DATE

Retained Items M. Samples FBI via FedEx 1/2/99

Retained Items FBI via reg mail M. Samples 1/4/99

Extracts FBI via reg mail M. Samplgs 4/4/99
9 iu %)

Extracts -—— M. Samples _— DNA S;t@@ 4/4/99

(\\)

@’b

<
N
\
™

?S

Revision History:
February 9, 2010 — Initial version of procedure.
October 28, 2010 — A definition of proper seal is inserted and more direction is provided regarding what must be done if
evidence is received by the laboratory without a proper seal.

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

EVIDENCE EXAMINATION

DATE EFFECTIVE APPROVED BY PAGE
09-27-2010 EUGENE LIEN 1 OF 64

GUIDING PRINCIPLES AND SCOPE

Specific methods to examine evidence varies by case type. Guidelines for the examination of'the
common types of evidence are presented in this section. If an analyst encounters any-type.of
evidence not presented in this section, a supervisor shall be consulted for further guidange.

PROCEDURE
A. Note taking — general guidelines

Note taking and evidence documentation is the most impottant.aspect of casework. Done
improperly, it can jeopardize any analysis that follows. The,notes are used to document
the condition of the packaging and evidence, deseribe stains that may be found, present
the results of presumptive and/or visual tests,\suppertithe conclusions of the report, and
refresh the analyst's memory when required to testifyin court. Never use pencil for note
taking.

1. Note taking starts with,adeseription of the evidence packaging; a worksheet is
available to document'eritical information about the packaging, including:

Type of package — papetrbag, manila envelope, zip-loc bag, etc.
Condition of packdge= wet, bloody, etc.

Type of seal — stapled, taped, unsealed.

Identifying marks™ a brief description of labels, tags, handwritten
notations,.etc.

aoc o

Each package must be hand marked by the analyst with the case number, voucher
number, date, and his/her initials. Finding the marks in court is easier if the
analyst always chooses the same location to put his or her marks.

2. Next'is a'description of the contents, the evidence itself. Specific suggestions
concerning different types of evidence will be discussed later.
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Discrepancies between the voucher, laboratory request form, and the items in the
package must be clearly documented and a discrepancy form filled must be
completed as necessary. This includes items that were submitted but werewnot
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, a tank top{was ‘submitted,
but the voucher says "T-shirt"), use the correct description in your hetes and
subsequent analyses. Do not perpetuate the mistake.

Standardized worksheets are available with diagrams of pants, shirts, shoes, etc.,
to aid in documenting stain patterns. If a diagram must.be hand-drawn, make sure
it is large enough to allow room to document all of'the.stains present. It is
preferable to have only one diagram pér page.

Standardized worksheets are alsp*available«for the documentation of cigarette
butts, drink containers, toucheduitéms, and Swab evidence.

Digital, 35 mm, or Polaroid photography may be substituted for diagrams. Each
photograph must have awsulervisible in the frame, either a plain straight ruler or
an x, y axis ruler.

Each item of evidence mustbe hand marked by the analyst with the case number,
date, and analyst's initials{ Marking may be done by affixing a tag with the
information or by writing\ditectly on the item.

3. Each stain must.be'giyen a unique identifying number, clearly shown in the notes.
A standard approach should be taken:

a. Angtenrlisted as “item 17 on the voucher should be “item 1” in the notes.
Thefirst stain removed from it is “stain 1A,” the second is “stain 1B,” etc.

b. [f there are several items submitted as one, give them all individual
identifiers. For example, on a voucher, socks were identified as “item 1.”
Upon opening the package, there were three; they should be given the
identifiers 1A, 1B, and 1C. The first stain removed from sock 1A should
be given the identifier 1A1, second stain 1A2, etc.

For multiple samples (such as swabs from a crime scene) it may make
sense to use the identifiers given by the NYPD, such as “S1” or “HGS”.
Ensure that the same identifier is not also used on another voucher in the
case.
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Each stain must be hand marked by the analyst. Marking may be done by
affixing a tag with the information or by writing directly on the item.

4. For DNA analyses, make use of all appropriate worksheets. Make sure all
worksheets are filled out completely and legibly. If there is any dewviation from
the written protocol, it must be noted.

For most tests, original worksheets are stored in a central location; photocopies
are supplied for each case file.

B. Preparing for evidence examination
Before examining evidence, certain preparations shouldwbe made:

1. Review the “Scheduled Analysis™form foranalyses to be performed on the
item(s) in the case. Reviet all the information provided in the case file. This
includes the case contaetyformt, vouchers, requests for laboratory examination, any
previous laboratory repeftts, and police reports. If further information or
clarification is neededyebtain,it before beginning analyses.

2. Plan your approach to thelcase. Certain items may have greater potential
information value than.othets, or may need to be analyzed first as an investigative
aid.

3. Ensure that you arefwearing the proper Personal Protective Equipment.

4. Prepare theswork area. The bench must be clean and free of clutter. It should be

wiped down,with 10% bleach, distilled water, and 70% ethanol. The work area
should.then be covered with paper to prevent the loss of small particles of
evidénce and to prevent the cross-transfer of materials from one item to another.
Change the paper when a new case is begun, between different types of evidence
within a case (such as between victim’s and suspect’s belongings), or when
necessary.
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5. Make sure the necessary tools and reagents for the examination are clean and

conveniently located, that there is adequate lighting available, and that notétaking
materials are at hand to record your observations. Also make sure that all
reagents used have passed QC and have not expired.

C. Evidence examination - general guidelines

The examination of objects will be described in a general sense, covering a broad range
of topics applicable to most items of evidence.

Use an Evidence Packaging Worksheet for initial documentation of each item.

NOTE: All cutting utensils, tweezers, etcimust be-cleaned before and after each
use. The recommended cleaning methodis 10% bleach, distilled water,
and 70% ethanol. Glovesshould be ,changed between each item, and as
needed.

1. Individual evidence packages-that.all relate to one case may be packaged in a
mesh bag for convenieénée. This mesh bag should not be examined or counted as
a packaging material. 7No documenits, labels, or notes should be attached or
written on the mesh bag. Forthe individual evidence packages, verify that outer
packaging corresponds todab-request/voucher. Open the packaging. Avoid
breaking existing seals.when possible.

2. Remove items from, packaging with care. Remember, materials of evidentiary
value may adhere td the item and/or the packaging. Opening the evidence over
bench paper,will prevent the loss of these materials.

3. Examine-one item at a time.

If itdssknown that an item still requires trace evidence examinations, place an
additional sheet of thin (newspaper weight) paper on top of the regular paper prior
to'epening an item of evidence. When done examining the item, wrap it up in the
thin paper and place the entire bundle back into the original packaging. Any trace
evidence that was dislodged from the item must be retained within the thin paper.

4. Be certain that the previous item has been re-packaged before opening another
item on the work surface.
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5. 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 hood with the fan
running. If mold is present, a supervisor must be consulted to determineif further
testing is suitable.

6. The initial evaluation of the evidence is a visual inspection. It may*be necessary
to use a high intensity light source, UV light source, or alternateight source
during the inspection, especially if semen or saliva is suspected. Magnification
may be necessary.

7. A tactile examination is sometimes helpful for locating.some biological stains,
notably semen stains. Using gloved fingertips, lightly*brush over the surface of
the object, feeling for changes in sutface textureerstiffness.

8. Remove any easily visible surface'debris suchyas hairs, fibers, wood fragments,
etc. and return to the original\package. The location on the item of all trace
evidence removed should be documented by diagram, photography, or described
in the notes.

9. Perform the appropridtesscreening tests, such as Kastle-Meyer or Acid
Phosphatase. The lotinumbers, of all reagents must be recorded in the notes.

10.  All positive biological stains must be documented by notes, diagrams, and/or
photography. Note the,]ocation of the stain, size, heaviness (soaked into fabric,
surface smear, etc.), Bach photograph must have a ruler visible in the frame,
either a plain straight ruler or an x, y axis ruler.

If it is apparentsthat there is a spatter pattern, consult a supervisor or SIU
member forguidance. Select appropriate stains for further testing based on any
spatter, analysis.

Déeument whether or not the biological stains exhibit directionality.
11. €ut, scrape, and/or swab the stain from the evidence item at the time of

examination for the purpose of further testing. It is no longer necessary to retain
the stain within the laboratory.
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When swabbing an area, the number of swabs collected must be recorded and
each swab given a unique identifying number. Refer to the unique numberjwhen
analyzing the swab. Swabbing should only be done when cutting a stainis,not
practical or recommended.

12. When the examination of an item or voucher is complete (body fluid
identification complete and appropriate “sub-items” submitted for DNA testing),
seal the packaging with its permanent seal. The original packaging must be
sealed, dated, and initialed across the seal. If multiple items of evidence are
separately packaged for a single case, these items may bg collected and stored in a
mesh bag. This mesh bag is used only for the sake of eonyenience in grouping
related evidence, and should not be tagged, labeledyorhave any documentation
attached to the mesh bag itself. Trangfer the evidefieeto the Evidence Unit for
storage in the “pending report review “area.

Since post-mortem items are not veuchered, transfer them to retained storage once
they are ready for storage.

Each time a retained sample-is remoyed for analysis, the chain of custody must
reflect this. The retained sample package must be opened and re-sealed according
to Departmental guidelings.

13.  Unless there is case informiation to the contrary, all samples will be processed as
if DNA typing is to be pérformed.

a. For possible bloodstains that have tested positive with a presumptive test
for bload, ajportion of the stain or swab may need to be submitted
immediately for DNA extraction, depending on the case type.

b. Forpossible semen stains that have tested positive with a presumptive test
for semen, a portion of the stain or swab is submitted immediately for P30
ELISA.

c. For sexual assault kit swabs with accompanying slides, a portion of the
swab is submitted directly for DNA extraction if sperm are found on the
slides.

d. For sexual assault kit swabs without accompanying slides, a portion of the
stain or swab is submitted for P30 ELISA.

e. For possible saliva samples, a portion of the stain or swab is submitted for
amylase testing.
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14. If a sample is positive for P30 or amylase, a portion of the stain or swab is

15.

submitted for DNA extraction.

To prepare samples for DNA extraction, label microfuge tubes with case'number,
sample identification, the analyst’s initials and add one of the following:

a. Blood — portion of bloodstain or swab about 3mm squarejenough
scrapings to give a light straw colored extract, or 3uL Whole blood

b. Semen — portion of semen stain about Smm square, one third of a swab, or
3uL of whole semen

c. Amylase — portion of stain about Smm square eroOne third of a swab.

d. Scrapings (of clothing items)

Transfer the microfuge tubes containing the samples to the Chelex extraction
refrigerators; add the informationte-the appropriate extraction worksheet
(exemplars, bloodstains, semen‘stains, other evidence or one-step). Placing a
sample on an incorrect Chelex€xtraction,worksheet may lead to the subsequent
results being declared inconclusive; sega.supervisor if you have any questions
about whether a particular sample-is'evidence or an exemplar.

When handling each,sample:

Use a clean cutting, surface for each sample, such as a Kimwipe.

Use clean scissers'for cutting each sample.

Use Kimwipes'to open sample tubes and blood tubes.

If possible, the’entirety of an item or sample should not be consumed
during analysis. It is recommended that at least 25% of the sample be
saved. for future analysis, if needed. However, if in the opinion of the
analyst,"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.

aoc oe
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16. During the normal course of examination in a limited access laboratory, evidence

17.

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
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 examination
hanger) should be moved to areas of the laboratory where accidental contact by
other personnel will be limited.

Questions regarding what prevention measures should be taken shall be directed
to a supervisor prior to the evidence left unattended.

Evidence in the process of examination may not be left unattended overnight
without first consulting with a supervisor. Without prior approval from a
supervisor, all evidence must be properly sealed and returned to the Evidence
Unit for storage at the end of the day.

Under certain circumstances, the supervisor may allow evidence in the process of
examination to be left unattended overnight. However, this practice is to be
limited based on the necessity, and the risk of accidental contact with other items
of evidence or personnel must be minimized (see Paragraph 16, above). For
example, a supervisor may approve evidence to be left unattended overnight if an
item of evidence is found to be wet when opened and must be air dried or dried in
a hood with the fan running. However, the supervisor must ensure that all risks of
accidental contact with other items of evidence or personnel are minimized.

D. Evidence examination =weapons

Weapons are frequently submitted for bloodstain or tissue examinations or for the
recovery of DNA from skin cells. Be aware that latent prints may be present on the
weapon. That possibility should be discussed with the detective handling the case, and a
decision made whether processing for prints should be done prior to examinations by the
Forengic Biology laboratory.

Weapons can consist of knives, guns, bottles, baseball bats, and numerous other items.
Be aware that blood and hairs can flake off from a non-porous surface quite easily.
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Weapons should be thoroughly described and examined. Follow the general guidelines
for note taking and evidence examination when examining any weapon.

Ensure that firearms have already been unloaded by the NYPD. The Police Pepartment
will enclose a certification indicating that the firearm has been checked and\unloaded. If
this certification is not present, or if you are unsure whether or not this cheek\has been
done, see the Evidence Examination supervisor.

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

Use an Evidence Packaging Worksheet for initial documentation of each item.

1. Describe the general condition of the item; suchas‘presence of rust or fingerprint
powder.
2. Measure the physical dimensions of the.item. In the case of a knife, this should

include description of knife blade such‘as thickness, shape, cross-sectional shape,
length, width, number ofibladé€s, brand names, etc. Trace and/or photograph the
knife.

3. If necessary, examineyunderaunagnifier or stereomicroscope for traces of fibers,
hairs, blood, or other matetials of evidentiary value. All trace evidence removed
should be documented_in‘the notes using either diagrams and/or photography.

4. Look carefully for directional spatters of blood on weapons. Discuss any
directional stains with a supervisor before performing any analyses.

5. Knives, sheaths; or other weapons may be dismantled as necessary for further
examination, Always photograph or diagram the intact items before dismantling.

6. All stains must be documented by notes, diagrams, and/or photography. Note the
lo¢ation of the stain, size, heaviness (soaked into fabric, surface smear, etc.), and
any/directionality of the stain pattern. Each photograph must have a ruler visible
i the frame, either a straight ruler or an x, y axis ruler.

If stains do not exhibit directionality, note that as well.
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7. After examining a knife or other sharp object, package it in a safe manner for

return to the Evidence Unit.

E. Evidence examination — clothing

Clothing is often submitted to the Forensic Biology laboratory for examination. Follow
the general guidelines for note taking and evidence examination when examining any
item of clothing. Use an Evidence Packaging Worksheet for initial documentation of
each item. Use a Clothing Description Worksheet for documentation of each clothing

item.

1. Describe the color or pattern of the itetm,of clothin@yfabric type (denim, corduroy,
etc.), fabric make-up (cotton, polyester; etc., from label, if present), and size (if
marked on item). If an item is submitted inside=eut, record this information.

2. Spread out the item of clothihg{ looking.carefully at the front, back, and inside for
any possible evidentiary material.

3. Describe the general cleanliness of the item of clothing. Note any defined soiled
areas (biological and/ornon-biological) on the garment, for example, knees,
buttocks, or cuffs. Note whethér the garment appears freshly washed or not (for
example, wet or damp),

4. Describe any damage*to clothing, which may have evidentiary value. For
example, torn or.amissing buttons, torn or cut areas, damaged areas, or burned
areas should be deseribed.

5. Note the prescnce of any suspected stab holes or bullet holes. Diagram the

locationQtientation, size, and shape of any holes. Do not overlook the possibility
that moré€ than one hole may be caused by a single stab or shot due to the folding
of thevfabric. When sampling a stain from the area of a suspected stab hole or
bullethole, DO NOT cut through or otherwise disturb the hole. Take a sample
away from the existing hole.

6: Carefully examine any pockets, inside and out. CAUTION IS ADVISED WHEN
PLACING THE HAND IN A POCKET. An unexpected sharp object could cause
serious injury.
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7. Carefully examine the waistband, lining, cuff area, and collar area. This may

require turning an item inside out.

8. Examine shoes very carefully. Shoes are less often discarded than other items of
clothing. They also have many crevices, which could retain material, of]
evidentiary value. Look carefully in the groove between the sole{and upper shoe.
Shoes with tongues should be checked for blood, which may have fallen between
the shoelaces.

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

9. All stains must be documented by diagrams and/et)ph6tography. Note the
location of the stain, size, heaviness\(séaked intoxfabric, surface smear, etc.), and
any directionality of the stain pattein.\ Each,photograph must have a ruler visible
in the frame, either a plain straightwuler or @nx, y axis ruler.

F. Evidence examination — clothing (or skin cells)

Clothing items that are scheduled tosbe examined for the DNA of the individual who
wore the item should be processed using the scraping method. This method has been
shown to yield more DNA than acutting or a swab. Follow the general guidelines for
note taking and evidence examination when examining any item of clothing.

Use an Evidence Packaging Worksheet for initial documentation of each item.
Use a Clothing Description Worksheet for documentation of each clothing item.

After the steps deseribed in E., do the following:

IMPORTANT® Do not perform this procedure near an air conditioning unit — the
preferred site is the Lumalite room. In addition to new lab coats and
new gloves, the analyst should wear masks/face shields and hair
guards.
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1. Make sure bench-top is covered with paper. Take a piece of white bench paper

(paper side up) 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 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
complete surface. 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 edch item symimetrically, lay it down flat in
the collection bin, and scrape the sutface /Re-fold,and repeat until the complete
inside has been scraped. This proeedure will produce lint that contains the skin
cells; consider this lint as a cartierfor the cells:

3. Collect the lint by brushing the fibers into’one corner of the bench paper (use
razorblade), use tweezers,tostransfermaterial into an extraction tube. If no fibers
are visible, use the razerblade to scrape the bench paper surface into an extraction
tube.

The scrapings should be divided into two parts; one part goes to extraction. The
other part is packaged as‘a,sub-item into an individual envelope and labeled.
Place the sub-item into,the packaging holding the evidence item from which it
was removed.

An extraction sheet labeled ““other evidence” should be used for items to be
processed withsthe modified procedure. This is because the Chelex procedure
was modified to give higher DNA yields with scrapings and swabbings taken from
hard surfaces such as knife handles and bottles. Since the initial deionized water
soaking step was eliminated this modified procedure cannot be used for
blogdstains.
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G. Evidence examination — touched clothing (for skin cells)

Clothing items that are scheduled to be examined for DNA left behind by an asgailant
after a physical struggle should be processed using either a swabbing or scrapingumethod,
as required based on the material being examined. These methods have been shown to
yield more DNA than other methods. Follow the general guidelines for fiote taking and
evidence examination when examining any item of clothing.

Use an Evidence Packaging Worksheet for initial documentation of each item.
Use a Clothing Description Worksheet for documentation of each,clothing item.

After the steps described in E., do the followifig;

IMPORTANT: Do not perform thiseprocedure «near an air conditioning unit. In
addition to new lab ‘eoats and/mew gloves, the analyst should wear
masks/face shields and hair guards:

1. Make sure bench-top is coyered withpaper. Take a piece of white bench paper
(paper side up) and fold the.edges on“each of the four sides up to form a 1/2 to 3/4
inch high rim. Tape:the eorners te.maintain the raised edges. For small items the
bench paper should b¢ foldedin half before doing this. This will serve as a
collection device for the scrapings.

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

3. Based on the material] choose the best method to examine the item. Refer to the
table below:

Recommended method to use for various
materials

Scraping Swabbing
Cotton & Cotton mixture Spandex
Polyester Polyester

Wool Rayon

4 For swabbing, swab the entire area using sterile cotton-tipped swabs moistened
with 0.01% SDS. Cut and peel the swabs, then combine the swabs inside a
1.5mL Eppendorf tube for extraction.
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5. For material requiring scraping, scrap the entire area with a sterile blade and place

the scrapings inside a 1.5mL Eppendorf tube. . Make sure to scrape the entire
surface the assailant was purported to have had contact with. If the item also
contains biological stains, it is important not to include these areas when
scraping.

6. After scraping the item, wipe the blade with a UV treated LCN swab‘and placed
the swab inside the same tube as the scrapings. Both the scrapings and the LCN
swab will be extracted together as one sample

7. Submit sample for High Sensitivity extraction.

H. Evidence examination — sexual assault kits

Sexual assault kits are among the most\common itéms+of evidence submitted to the
Forensic Biology laboratory for examination. Eollow the general guidelines for note
taking and evidence examination when examining any sexual assault kit. Follow the
general guidelines for clothingexamination'when examining any clothing items packaged
in a sexual assault kit.

Use an Evidence Packaging Worksheet\for initial documentation of each sexual assault
kit.

Use the Sexual Offense Evidence Collection Kit Inventory and Clothing Description
Worksheet (for testing of undérwear or related items) forms for further documentation.

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

2. As prempted by the Sexual Offense 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). Consecutive item numbers are
assigned to only those items that are present and used (e.g. 1A, 1B, 1C1-1C2 for
swab and slide pairs; use a PM 2A, PM 2B designation for post-mortem kit
items).
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PM Kits: Inventory kit. Used envelopes will get an item number (see above) and
will also be labeled with the FB number (label as PM1A, PM1B, etc), analyst’s
initials, and date of examination. All the envelopes, whether used or unused
should contain the analyst’s initials and the identifying case number. /Al
envelopes and any paperwork associated with the PM kit will be retainedsin the
kit box.

PM swabs only: Use the Post-Mortem Samples Packaging and*Exam Worksheet
for documentation. These swabs should already have item numbers.

Vouchered kits: Inventory kit. Used envelopes will get'an item number (see
above) and will also be labeled with the FB numberganalyst’s initials, and date of
examination. All the envelopes, whether used or gimséd should contain the
analyst’s initials and the identifyingicase sumber., Sce following for testing of the
vouchered kit.

3. Underwear or related item$contained within kit:

If underwear or relatedyitems (e.g', pantiliner) are in the kit, examine them
using the Clothing Desefiption Worksheet. If stains are observed, underwear are
most efficiently documentedwsingthe diagrams that are available or by a quick
sketch; photography 1s not generally needed.

Testing of underwear.orsmall clothing items contained within Kit:

Visually check underwear for any biological stains. Additionally, observe the
underwear using anlalternate light source. If any fluorescing areas are observed,
circle for further testing.

If a yellowish or fluorescing stain is observed on the underwear, test the stain with
AP reagent. If the stain is AP positive, make a small cutting and submit the stain
for P30 confirmation testing.

If'a’pink to reddish-brown stain is observed on the underwear, test the stain with
KM reagent and AP reagent, even if the area does not appear to fluoresce with the
aid of the alternate light source. Regardless of KM results, the stain needs to be
AP tested. If the stain is AP positive, make a small cutting and submit the stain
for P30 confirmation testing. KM positive stains should be documented.
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In any situation, if the stain is AP negative and the time since date of occurrenee
is more than 3 months, the analyst should submit a small portion of the areafor

P30 testing to confirm negative results (for semen samples older than 3 menths,
AP can degrade and thus testing may yield a negative AP result).

At this point, be sure that any AP positive stains submitted to P3Q testing are
designated a stain number/letter. A stain number/letter should also*be designated
for KM positive stains. All positive stains should be cut out andirétained in
separate coin envelopes.

If oral sodomy is suspected, it may be necessary to send, stains for amylase
testing. Consult with exam supervisor as needed.

If there are no biological stains on the'item(s), a'diagram is not necessary; write a
short description of the item using-a.Clothing*Description Worksheet.

Testing of gauze within the'kit:

Examination of gauze is'similar to,underwear, however all AP positive and
negative stains should'bé sent for amylase testing. Therefore, a stain
number/letter should alse be«designated for AP negative stains.

Note the location from which-the gauze was collected. If the location from which
the gauze was taken is Kniewn, this information must be included on the P30
and amylase worksheets.

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

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

The'debris envelope is used by hospital personnel to collect loose, obvious
foreign material from the victim’s body and/or the clothing.
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If a debris envelope was used, note the location from which the debris was
collected, or note that the location was not given. Since trace evidence
examinations are not performed in the Department of Forensic Biology sthere 1s
generally no need to examine the contents.

6. The dried secretions swabs are used to collect possible biologicdl fluids from
areas other than the body cavities. This could include semen from the skin or
saliva from bite marks, for example.

If dried secretions were taken, note the number of swabs.and the location from
which the secretions were collected, or note that the loeation was not given. Each
swab must be individually labeled (1D1, 1D2; use alPMID1, PM1D2 designation
for post-mortem kit items.). See below for furthertesting procedures.

Testing of dried secretions swabs;

Visually check the swabs for the presence’of biological fluids. If the swabs are
pinkish to reddish-brownyineodlor,.tést with KM reagent, and note the results.
Submit a cutting from'edch of the swabs present for P30 confirmatory testing for
semen. If the locatiefftom whicli'the dried secretions swabs were taken is
known, this information must'be included on the P30 worksheet. These swabs
will automatically be tested for the presence of amylase. Swabs with locations
from the mouth, near the'mouth, anal cavity, or near the anal cavity should not
automatically go on for amylase testing. As every case is different, please
consult with exam Supervisor if there is something in the case description that
suggests further testing is required.

Be sure to always treat unlabeled dried secretion swabs as external for purposes of
P30 and amylase interpretations.

7. The fingernail scrapings (or clippings) are used to collect trace evidence from
the fingernails.

Since trace evidence examinations are not performed in the Department of
Forensic Biology, there is generally no need to examine the contents. However,
requests are occasionally made to examine the fingernail scrapings; discuss with a
supervisor before starting any examinations of fingernail evidence. Generally, a
Criminalist II or higher will do this type of examination.
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8. If a liquid blood exemplar is present, it is only processed if there is no buccal

specimen or dried blood control present in the kit. If it must be processed, refer to
Blood Processing in the Forensic Biochemistry Methods Manual.

9. If a dried blood control is present, it is only used if there is no buccal spécimen
present in the kit. If it must be used, fill out a blank stain card (FBaumber,
victim’s name, date, and initials), attach the dried blood control te ityinsert into a
Kapak envelope and seal it. The FB number should be written on the Kapak and
the analyst’s initials and date of examination should be written across the seal.
The Kapak should then be placed in a larger manila envelope with the FB
number, voucher number, item number, victim name, analyst’s initials, and date
of examination.

10.  The buccal specimen is used as thetyiétim’s exemplar. If present, the buccal
specimen would be the first choice«in‘ordentosavoid potential inhibition of PCR
by heme degradation products.

If a buccal specimen is présent, place the swab(s) in a coin envelope that should
be labeled with the FB smumbet, voucher number, item number, victim name,
analyst’s initials, and date of examination. The coin envelope should be placed in
a Kapak envelope and’heat sealed:-“"The FB number should be written on the
Kapak and the analyst’s initrals‘and date of examination should be written across
the seal. The Kapak shouldthen be placed in a larger manila envelope with the
same information that waswritten on the small coin envelope.

If no victim’s exemplar is present, it may be necessary at a later time for a
supervisor to makea phone call to request one.

11.  The pulled-hgad hair and pulled pubic hair are collected as exemplars for any
future micrescopic hair comparisons.

Singe\trace evidence examinations are not performed in the Department of
Forensic 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.
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12.  The pubic hair combings are used to collect possible trace evidence from the
pubic hair of the victim.

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, and
cervical) are used to collect possible biological fluids from those areas; the
smears are used for a sperm search.

Testing of body cavity swabs (oral, perianal, anal, yulvar, vaginal/penile, and
cervical):

Visually check the swabs for the préséfice’of biological fluids. If the swabs are
pink to reddish-brown in color, testawith KM «cagent; note the results.

Refer to the Sexual Assault Kit'Processing.Flow Charts for guidance.

One slide accompanyingieaeh’set.ofibody cavity swabs is stained using the
Christmas Tree staininggrocedure (fefer to Christmas Tree Stain for Spermatozoa
in the Forensic BiochemistrynMethods Manual) and examined for the presence of
sperm; this search need not beexhaustive and should take no longer than five
minutes. If the slide locationis unknown, do not perform sperm search. It is
not necessary to estimate'the number of sperm present. A new Criminalist must
have the sperm searchwwitnessed for a period of six months and the reviewing
Criminalist must.add their initials and date to the kit inventory form.

If sperm is found™on a slide, the analyst at this point should be sure to make a
cutting fromeaeh positive location for amylase testing (except for oral, anal, or
perianalswabs). Be sure to always treat penile and scrotal swabs as an external
area forthe purposes of P30 and/or amylase interpretations.

If ho'sperm is found on a slide, submit a cutting from each negative location for
P30’confirmatory testing. Again, the pertinent swabs (vulvar, vaginal/penile, and
eervical) will all automatically be tested for the presence of amylase by the P30
ELISA rotation upon completion of the P30 testing.
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14. Return all swabs and slides to their envelopes and return to the kit.

15. The control envelope is a concept left over from the days of ABO testings, There
is no need to examine the contents.

16.  The questionnaire, body diagram sheets, and instruction sheets-ate,intended
for the use of the medical personnel. If present, make a copy of theé-questionnaire
and/or body diagram sheets for the left side of the case file; leave all originals in
the kit. No item number is assigned if present.

17.  Photographs and/or other paperwork are not supposed.to be included in a kit. If
present, make a note of it; leave them in the kit. Nodtem number is assigned if
present.

18.  After kit examination is completejthe kit and'exemplar should be placed in the
“in progress” area. If a victim exémplar is present, the file should be placed in the
“files for SAK exemplar storage” bin. If no exemplar is present, the file can go
directly to the serology report wtiting station.

19.  After P30 and amylasewtésting i§ corhplete, a serology report should be written.

20. Once the serology report is gomplete, the kit is ready to be closed.

Closing of neqgative Kits:

If the kit is negative for,semen and amylase, and there is no other evidence to examine,
the case is finished.

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 if a dried secretion from
these locations should go on for extraction prior to kit closing.

If no buccal specimen was present in the kit, retain semen and amylase free body cavity
swabsto be used as an exemplar. Consult serology report to see which swabs should be
retained The exemplar should be placed in progress, and the file should be placed in the
“files.for SAK exemplar storage” bin after the kit is returned to the evidence unit.
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Each envelope within the kit should be sealed with evidence tape. The entire (vouchered
kit) or the post mortem items (PM kit) kit can be returned to the evidence unit for final
return. The file can be placed in the “to be filed” bin if an exemplar was alreadyretained.

If the kit is negative for semen and amylase, and there is additional evidence to examine
(see Waiting for Serology folder or Case Contact Form), see the evidence exam
supervisor.

If the additional evidence is in the Evidence Unit, the evidence sign-in supervisor will
contact the NYPD DNA Liaison Unit to determine the status of the case prior to
scheduling additional evidence for testing. If testing is needed, the evidence exam
supervisor will enter a second record into the Microsoft Access logbook and place the
case file in the “to be examined” stack.

If the additional evidence is at the Police Laboratory, the evidence exam supervisor will
notify the NYPD DNA Liaison Unit to send the additional evidence (if the case is still
active) via DEMP.

Closing of positive kits:

If the kit is positive for semetvand/or,amylase, it must be transferred to an interpreting
analyst (IA) for further analysis. Check the Kit Transfer Worksheet to determine who
will be the assigned IA for the fil€. “Fhis must be done prior to submission to DNA
extraction so that the assigned.JAwill receive subsequent paperwork. See below for
treatment of positive items.

- Positive dried secretions swabs

Whether or not a dricdssecretions swab continues on for DNA extraction, and if so which
type of DNA exteaetion, depends on a number of factors: location the sample was taken
from, nature of'the body fluid present, presence or absence of a suspect, and what other
swabs or other evidence has been submitted in the case. Refer to the Sexual Assault Kit
Processing\Flowchart and the Swab Processing Flow Charts for guidance.

Be sute-to always treat unlabeled dried secretion swabs as external for purposes of P30
and ‘amylase interpretations.
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If semen positive, make a second cutting from one swab from each designated area that
is P30 positive. For example, if two swabs were taken from the “perianal” area anghtwo
from the “inner thigh,” make a cutting of one swab from the “perianal” and onesfrem the
“inner thigh” to go on for differential extraction and DNA testing. If the locatioh.from
which the swabs were taken is unknown, make a cutting from one swab to go on/for a
differential extraction and DNA testing.

If a swab is semen negative but amylase positive, the decision on further testing depends
on the locations the swab was taken from (if known) and whether the case has a suspect.
In addition, a supervisor may need to make a phone call to determine case status.

- Positive body cavity swabs (oral, perianal, anal, vulvas; vaginal/penile, cervical)

If sperm is found on a slide, a cutting from thefacCompanying swab can go for differential
extraction. If multiple slides are sperm pesitive fronnsimilar areas, it is not necessary to
cut all swabs for DNA extraction. For‘théypurposes of sending samples onto extraction,
the following order is recommendedtvaginal swabs should be sent first, then cervical
swabs, then vulvar swabs.

Therefore, if all three swabs are/sperm Search positive, only send the vaginal swab for
extraction. Refer to the SexualAssault Kit Processing Flowcharts for guidance.

If a swab is semen positive, a cutting-from the swab can go for differential extraction. If
multiple swabs are P30 positiye ftom similar areas, it is not necessary to cut all swabs for
DNA extraction. Refer to the"Sexual Assault Kit Processing Flowcharts for guidance.

If a vulvar, vaginal, oricervical swab is semen negative but amylase positive, check to see
if the case has a named stispect. If so, make a second cutting from one swab that is
amylase positive. Submit this cutting to amylase Y extraction. If multiple swabs are
amylase positivesItis 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
suspect, comSult'with a supervisor. It may be necessary for the supervisor to make phone
calls to détermine the status of the case.

If a penile swab is semen negative but amylase positive, a cutting from the swab can go
for, other extraction.
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- Positive underwear or small item

For semen positive stains, cut one positive stain with highest P30 value for differential
extraction. For multiple suspects, it may be necessary to send multiple staing=~Censult
exam Supervisor.

In the event that there are amylase positive stains, the decision for further testing is case
dependent. Consult exam supervisor.

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.if a dried secretion from
these locations should go on for extraction prior to kit closing:

If no buccal specimen was present in the kit, rétain semen ‘and amylase free body cavity
swabs to be used as an exemplar. Consultsserology,report to see which swabs should be
retained. The exemplar should be placedin the “in progress” area.

After cutting all positive items, edch envelope‘within the kit should be sealed with
evidence tape.

The Criminalist should generally make anexemplar request for a cutting of the victim’s
exemplar to the exemplar team.

The kit should be placed in the“pending” area.
The file should be placed in the “files for exemplar request cutting” bin if an exemplar

request was made. If an eXemplar request was not made, the file should be given to the
exam supervisor.
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Sexual assault kit processing flow chart

Dried Secretion Swabs - Labeled as orifice or unlabeled:

Cut all dried
secretion swabs
for P30/amylase

testing

A
Serology report

P30

Amylase
positive?

positive?

Done with items-
Return to kit

Is there a
(s)?

Consult with exam supervisor to
determine if additional testing
is needed

Determine 1A

\ 4
Cut one P30 positive Cut one amylase positive
swab from each swab that is semen negative
designated area with from each designated area
highest P30 value for with highest amylase value for
differential extraction. * amylase Y extraction *
A 4 A 4
Submit request o
for (v) exemplar Dogstm;htgek?gs'
extraction

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

Dried Secretion Swabs — Labeled as non-orifice:

Cut all dried
secretion swabs
for P30/amylase

testing

A
Serology report

Y

P30 Amylase NO
positive? positive? Done with items-
Return to kit
YES
; Consult with exam supervisor to
From bit L - 5
rzg?k ;re & the;e determine if additional testing
similar? a@y is needed
A 4
Determine IA Determine IA Determine IA
A 4 y A 4
Cut one P30 positive Cut one amylase positive Cut one amylase positive
swab from each swab that is semen negative swab that is semen negative
designated area with from each designated area from each designated area
highest _P30 valug for with highest amylase value with highest amylase yalue
differential extraction * for other extraction * for amylase Y extraction *

A

Submit request for (v)
exemplar extraction

\ 4
Done with items-
Return to kit

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

Oral Swabs:

Perform sperm
search on one
slide

NO
g Cut one swab for
d P30 testing
A4
Serology Report Serology Report
y
A 4
. P YES »
Determine 1A < P30 positive?
Cut one swab
for differential
extraction
A4
\ 4
fSubmit requelst o Done with items-
or (v) Exempiar » Return to kit
extraction
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Sexual assault kit processing flow chart
Perianal and Anal Swabs:

Perform
sperm
search on
one slide

Are there NO
swabs
from both

locations?

) 4

Perform

Is slide
sesapriamon location Serology report
: ?
one slide Kioung
Do NOT perform
sperm search Cut one swab for
P30 testing
A
Cut one swab for w
P30 testing from
each location Serology report
\ 4
Cut one swab for P30 P30 -
testing from location not positive? Determine 1A
represented by slide
\ 4 v
Serology report | | Serology report NO
A 4
Cut one swab for
P30 NO differential
positive? extraction
Y
Determine I1A | | Determine IA |
Cut one swab from
location with highest
P30 value for
differential
extraction *
' v
A 4 A
Cut one swab from )
sperm search Submit request for Do Submit request for
posiive location for > (v) exemplar > R (v) exemplar
differential extraction extraction
extraction *

* If multiple suspects are involved, discuss case with exam supervisor
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Sexual assault kit processing flow chart
Vulvar, Vaginal and Cervical Swabs:
Perform sperm
search on one
slide from
each location
Cut one swab for
P30/amylase testing from
each negative location
A 4
Cut one swab for Serology Report
amylase testing
from each
positive location
A 4
Serology Report
P30 Amylase Done with
positive? positive? items-
Retiirn tn kit
A 4
Determine 1A Determine 1A
A Is there a .
Determine 1A
v Cut one swab from suspect?
Gl e S fan area with highest
one sperm search dif Tar?t'v ellluetrfort_ n
positive location for fl CEIE G ENY
differential if no sperm seen on
extraction*@
A 4
y Cut one amylase positive
! Done with swab that is semen
P Sul()\rlr)l |;r(2qu:e|:trfor items- negative from location with
B Return to kit highest amylase value for
amylase Y extraction *

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

°The following order is preferred: vaginal swabs should be sent first, then cervical swabs,
then vulvar swabs.
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Sexual assault kit processing flow chart
Penile Swabs:

Perform sperm
search on one
slide

Cut one
swab for
P30/amylase testing
Cut one swab for
amylase testing
v \ 4
Serology report Serology report

v

Determine 1A YES P30 > Amyl_asg Done with items-
positive? positive? Return to kit
Determine 1A
A 4
: 4

Cut one swab Submit request
for differential | for (v) exemplar P Cutone swap for

extraction > extraction « other extraction

Done with items-

Return to kit
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l. Evidence examination — male suspect kits

Although testing procedures are similar to sexual assault kit examination, the,goal is
to try to find victim DNA when examining any suspect kit. This should bekept in
mind during examination of all items within the suspect Kit, as the importance of
test results will be different.

Follow the general guidelines for note taking and evidence examination\when examining
any suspect kit. Follow the general guidelines for clothing examination when examining
any clothing items packaged in a suspect kit.

Use an Evidence Packaging Worksheet for initial documentation of each suspect kit.

Use the Suspect Evidence Collection Kit Invenitofy and“€lething Description Worksheet
(for testing of underwear or related items)-forms for further documentation.

1. Note the name of the suspecttand information about when and where the kit was
collected. Ensure that the/nameof the suspect corresponds to the name listed on
the paperwork in the case, file:

2. As prompted by the\Saspect Evidenice Collection Kit Inventory, indicate whether
each kit component is,sealed;unsealed, not submitted, or present but “not used”
(this may require openingofithe envelope). Consecutive item numbers are
assigned to only those iféms' that are present and used (e.g. SK1A, SK1B, SK1C1-
SK1C2 for swab and slide pairs).

Inventory kit:(Used envelopes will get an item number (see above) and will also
be labeled with the FB number, analyst’s initials, and date of examination. All
the envelopes, whether used or unused should contain the analyst’s initials and the
identifying'case number. See following for testing of the vouchered kit.

3. Underwear or related items contained within kit:

If'underwear or related items are in the kit, examine them using the Clothing
Description Worksheet. If stains are observed on the underwear, they are most
efficiently documented using the diagrams that are available or 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, obsenvesthe
underwear using an alternate light source. If any fluorescing areas are-ebserved,
circle for further testing.

If a yellowish or fluorescing stain is observed on the underwear, test-the stain with
AP reagent. If the stain is AP positive, make a small cutting and,submit the stain
for P30 confirmation testing. Make a note that the underwear stain should be sent
for amylase testing on the P30 worksheet. If the stain is AP negative, make a
small cutting and submit the stain for amylase testing,

If a pink to reddish-brown stain is obg€ryed on thennderwear, test the stain with
KM reagent and AP reagent, even ifithe afea does not appear to fluoresce with the
aid of the alternate light source. ,Regardless,of KM results, the stain needs to be
AP tested. If the stain is AP positive, maké a small cutting and submit the stain
for P30 confirmation testing.“\Make a nofeithat the underwear stain should be sent
for amylase testing on the(P30yworksheet, If the stain is AP negative, make a
small cutting and submitithe-stain.for amylase testing. KM positive stains should
be documented.

In any situation, if the stain 4~"AP negative and the time since date of occurrence
is more than 3 months, th¢ analyst should submit a small portion of the area for

P30 testing to confirm négative results (for semen samples older than 3 months,
AP can degrade and thus testing may yield a negative AP result).

Remember that the jgoal is to try to find victim DNA. Therefore, non-fluorescing
stains may need to be further tested. Stain location and the case scenario will
determine whatsstains need further testing. As every case is different, please
consult with,exam supervisor as needed.

At this point, be sure that any stains intended for further testing and KM positive
stainsvare designated a stain number/letter. All stains intended for further testing
sheuld be cut out and retained in separate coin envelopes.

If there are no biological stains on the item(s), a diagram is not necessary; write a
short description of the item using a Clothing Description Worksheet.
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4, The debris envelope is used by hospital personnel to collect loose, obvious

foreign material from the victim’s body and/or the clothing.

If a debris envelope was used, note the location from which the debris-was
collected, or note that the location was not given. Since trace evidence
examinations are not performed in the Department of Forensic Biolegy, there is
generally no need to examine the contents.

5. The dried secretions swabs are used to collect possible biological fluids from
areas other than the body cavities. This could include semen from the skin or
saliva from bite marks, for example.

If dried secretions were taken, note thé number of’Swabs and the location from
which the secretions were collectedj\orinote that'thelocation was not given. Each
swab must be individually labeled«(SK 1D 14 SKHD2, etc.). See below for further
testing procedures.

Testing of dried secretions swabs:

Visually check the swab$ for the presence of biological fluids. If the swabs are
pinkish to reddish-browa in eolor, test with KM reagent, and note the results.
Submit a cutting from,each ofithe swabs present for P30 confirmatory testing for
semen. If the location frofn ‘which the dried secretions swabs were taken is
known, this informationsmust be included on the P30 worksheet. These swabs
will automatically be ‘testeéd for the presence of amylase. Swabs with locations
from the mouth,.near the mouth, anal cavity, or near the anal cavity should not go
on for amylase testing. As every case is different, please consult with exam
supervisor if ther€is something in the case description that suggests further
testing is required.

Be sure to.always treat unlabeled dried secretion swabs as external for purposes of
P30rand amylase interpretations.
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6. The fingernail scrapings (or clippings) are used to collect trace evidence from

the fingernails.

Since trace evidence examinations are not performed in the Department, of
Forensic Biology, there is generally no need to examine the contents, However,
requests are occasionally made to examine the fingernail scrapings;-discuss with a
supervisor before starting any examinations of fingernail evidence.~Generally, a
Criminalist II or higher will do this type of examination.

7. The chest hair combings are used to collect possible trace évidence from the
chest hair of the suspect.

Since trace evidence examinations arg'net perfornied ifi the Department of
Forensic Biology, there is generally'notneed toexamine the contents.

8. The oral body cavity swabs are used to collect possible biological fluids from
that area; the smears are usedufor a'sperm search.

Refer to the Suspect KitProeessing Flow Charts for guidance.

For male victims:

Visually check the swabs.forthe presence of biological fluids. If the swabs are
pink to reddish-brown in‘eolor, test with KM reagent; note the results.

One slide accompanying each set of body cavity swabs is stained using the
Christmas Tree staihing procedure (refer to Christmas Tree Stain for Spermatozoa
in the Forensic Biochemistry Methods Manual) and examined for the presence of
sperm; thisssearch need not be exhaustive and should take no longer than five
minutes,-Ifithe slide location is unknown, do not perform sperm search. It is
not necessary to estimate the number of sperm present. A new Criminalist must
have'the 'sperm search witnessed for a period of six months and the reviewing
Criminalist must add their initials and date to the kit inventory form.

I no sperm is found on a slide, submit a cutting for P30 confirmatory testing.
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10.

11.

For female victims:

In most cases, oral swabs and smears should not be tested. As every cageis
different, please consult with exam supervisor if there is something in‘thé.case
description that suggests further testing is required.

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

Since trace evidence examinations are not performed in the Department of
Forensic 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 perform@d tntil hair comparisons have
been made by the NYPD forensic labotatory.

The facial hair combings and*pubic hair Combings are used to collect possible
trace evidence from the facidhhair'and pubic hair of the suspect.

Since trace evidence examinations, ate not performed in the Department of
Forensic Biology, thereds generally ho need to examine the contents.

The penile and scrotal swabs,are used to collect possible biological fluids from
those areas; the smears aré used for a sperm search.

Testing of penile andscrotal swabs:

Visually checkithe $wabs for the presence of biological fluids. If the swabs are
pink to reddish-bfown in color, test with KM reagent; note the results.

Refer tothesSuspect Kit Processing Flow Charts for guidance.

Ongrslide accompanying each set of swabs is stained using the Christmas Tree
staining procedure (refer to Christmas Tree Stain for Spermatozoa in the Forensic
Biechemistry Methods Manual) and examined for the presence of sperm; this
search need not be exhaustive and should take no longer than five minutes. If the
slide location is unknown, do not perform sperm search. It is not necessary to
estimate the number of sperm present. A new Criminalist must have the sperm
search witnessed for a period of six months and the reviewing Criminalist must
add their initials and date to the kit inventory form.
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If sperm is found on a slide, the analyst at this point should be sure to make a
cutting from each positive location for amylase testing. Be sure to always treat
penile and scrotal swabs as an external area for the purposes of P30 and/or
amylase interpretations.

If no sperm is found on a slide, submit a cutting from each negative-location for
P30 confirmatory testing. These swabs will all automatically be'tested for the
presence of amylase by the P30 ELISA rotation upon completion of the P30
testing.

12.  The anal body cavity 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.
For male victims:

Visually check the swabs for the presence’of biological fluids. If the swabs are
pink to reddish-brown imgcoleft, test with KM reagent; note the results.

One slide accompanying e¢ach set 0f body cavity swabs is stained using the
Christmas Tree staining proeedure (refer to Christmas Tree Stain for Spermatozoa
in the Forensic Biochemistry=-Methods Manual) and examined for the presence of
sperm; this search need.ntet.be exhaustive and should take no longer than five
minutes. If the slide focation is unknown, do not perform sperm search. It is
not necessary to.estimate the number of sperm present. A new Criminalist must
have the sperm search witnessed for a period of six months and the reviewing
Criminalist must'add their initials and date to the kit inventory form.

If no sperniis found on a slide, submit a cutting for P30 confirmatory testing.
Forcfemale victims:
In'most cases, anal swabs and smears should not be tested. As every case is

different, please consult with exam supervisor if there is something in the case
description that suggests further testing is required.
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13.  The buccal specimen is used as the suspect’s exemplar. If present, the buccal
specimen would be the first choice in order to avoid potential inhibition of RCR
by heme-degradation products.

If a buccal specimen or other exemplar sample is contained within the kit,
contact exam supervisor immediately to create a suspect file. (Suspect file
creation is only necessary if an exemplar sample is present.

Suspect file creation:

A suspect file will be obtained from the sign-in area by the ¢xam supervisor. A
new access record and schedule of analysis will need to.be created for the file.
The suspect file must include a new internal chain-gf-eustody form to continue the
tracking of the suspect exemplar fromvthe original’'veucher number. In addition,
copies of the following paperwork rust also besinchuded in the file upon
completion of kit examination:

- 61 form (NYPD complaihtfeport)

- original request for laboratory examination forms
- evidence voucher

- evidence packaginggvorksheet

- completed kit inyvéntery worksheet

After creation of a suspect file; place the swab(s) in a coin envelope that should be
labeled with the FB number;, suspect file number, voucher number, item number,
suspect name, analyst’s initials, and date of examination. The coin envelope
should be placed.inia Kapak envelope and heat sealed. Both FB numbers should
be written on the Kapak and the analyst’s initials and date of examination should
be written across the seal. The Kapak should then be placed in a larger manila
envelope with'the same information that was written on the small coin envelope.

14.  Return,all.swabs and slides to their envelopes and return to the kit.

15.  The questionnaire, body diagram sheets, and instruction sheets are intended
for-the use of the medical personnel. If present, make a copy of the questionnaire
and/or body diagram sheets for the left side of the case file; leave all originals in
the kit. No item number is assigned if present.
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16. Photographs and/or other paperwork are not supposed to be included in a kit. /I

17.

18.

19.

present, make a note of it; leave them in the kit. No item number is assignéd, if
present.

After kit examination is complete, the kit and exemplar should be placed.in the
“in progress” area. If a suspect exemplar is present, an exemplarrequest should
be made. The suspect file should be placed in the “files for exemplar request
cutting” bin. If no exemplar is present, the file can go directly te the serology
report writing station.

If a suspect file was created, the X-team will forward the'completed file to the
assigned interpreting analyst (IA) upon completionyefitesting.

After P30 and amylase testing is cofaplete; a serology report should be written.
Once the serology report is complete, the kit 1$rready to be closed.

The kit must be transferred to an interpreting analyst (IA) for further analysis.
Check the Kit Transfer/Worksheet, to détermine who will be the assigned IA for
the file. This must bedane prior to Submission to DNA extraction so that the
assigned 1A will receive-subsequent paperwork.

Refer to the Suspect Kit Rtoeessing Flow Charts for guidance.

If a sexual assault kitwas received for the case, check the serology results for
it first. In most.situations, if the sexual assault kit has semen and/or amylase
positive items/ suspect Kit items that are submitted for extraction should be
sent for QUANTITATION ONLY.

The follewing kit closing information is for both female and male victims.
Use the'pertinent information for each case.

-Underwear
Semen positive stains should be sent for differential extraction.
KM positive, semen negative stains should be sent for blood extraction.

Amylase positive, semen and KM negative stains should be sent for other
extraction.
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If a stain is semen and amylase negative, consult with exam supervisor. Basedwon
the case scenario, a decision will be made regarding further testing.

-Dried secretion swabs

If semen positive, make a second cutting from one swab from eaCh-designated
area that is P30 positive. For example, if two swabs were taken from the
“perianal” area and two from the “inner thigh,” make a cutting of one swab from
the “perianal” and one from the “inner thigh” to go on for differential extraction
and DNA testing. If the location from which the swabs were taken is unknown,
make a cutting from one swab to go on for a differential extraction and DNA
testing.

If a swab is KM positive and sementnegative, ntake-a cutting from one swab from
each designated area that is KMpositive forbleod extraction.

If a swab is amylase positivepand 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 vietim,..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 swabretiginated from (orifice versus non-orifice) and the
sex of the victim. Refer te.the Suspect Kit Processing Flow Charts for guidance.

Be sure to check.for dried secretions with locations from the mouth, near the
mouth, anal cavity,jor near the anal cavity. Consult a supervisor to determine if a
dried secretion from these locations should go on for extraction prior to kit
closing.

-Penile ‘and scrotal swabs

Ifaiswab is semen positive, make a cutting from each positive location for
differential extraction.

If a swab is KM positive, and semen negative, make a cutting from each KM
positive location for blood extraction.
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If a swab is amylase positive, and semen and KM negative, make a cutting from
each positive location for other extraction.

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

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

If a swab is semen negative, consult with exam supetrvisor. Based on the case
scenario, a decision will be made regarding furthertesting.

After cutting all pertinent itemsy.each envelope within the kit should be sealed
with evidence tape.

The kit should be placedvin'the¢ “pending” area.

The file should be givensto the exam supervisor.

J. Evidence examination — femalesuspect kits

Although testing procedures are similar to sexual assault kit examination, the goal is
to try to find victim DNAwhen examining any suspect Kit. This should be kept in
mind during examination of all items within the suspect Kit, as the importance of
test results will be-different.

Follow the genetal guidelines for note taking and evidence examination when examining
any suspect’kit. ‘Follow the general guidelines for clothing examination when examining
any clothing'items packaged in a suspect kit.

Use-an'Evidence Packaging Worksheet for initial documentation of each suspect kit.

Use the Suspect Evidence Collection Kit Inventory and Clothing Description Worksheet
(for testing of underwear or related items) forms for further documentation.
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1. Note the name of the suspect and information about when and where the kit was

collected. Ensure that the name of the suspect corresponds to the name listed on
the paperwork in the case file.

2. As prompted by the Suspect Evidence Collection Kit Inventory, indicate svhether
each kit component is sealed, unsealed, not submitted, or present(but, ‘not used”
(this may require opening of the envelope). Consecutive item numbers are
assigned to only those items that are present and used (e.g. SKI'A, SK1B, SK1CI-
SK1C2 for swab and slide pairs).

Vouchered Kits: Inventory kit. Used envelopes will get'an item number (see
above) and will also be labeled with the FB numberyganalyst’s initials, and date of
examination. All the envelopes, whether used or gimuséd should contain the
analyst’s initials and the identifyingicase sumber., Sce following for testing of the
vouchered kit.

3. Underwear or related item$contained within kit:

If underwear or relatedyitems are in the kit, examine them using the Clothing
Description Worksheet/If staing aré observed on the underwear, they are most
efficiently documentéd-using,the diagrams that are available or by a quick sketch;
photography is not generallynceded.

Testing of underwear.orsmall clothing items contained within kit:
For male victims:

Visually check ufiderwear for any biological stains. Additionally, observe the
underwearasing an alternate light source. If any fluorescing areas are observed,
circle forfurther testing.

If agellowish or fluorescing stain is observed on the underwear, test the stain with
APeagent. If the stain is AP positive, make a small cutting and submit the stain
for-P30 confirmation testing. Make a note that the underwear stain should be sent
for amylase testing on the P30 worksheet. If the stain is AP negative, make a
small cutting and submit the stain for amylase testing.
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If a pink to reddish-brown stain is observed on the underwear, test the stain with
KM reagent and AP reagent, even if the area does not appear to fluoresce with the
aid of the alternate light source. Regardless of KM results, the stain needsito be
AP tested. If the stain is AP positive, make a small cutting and submit-the.stain for
P30 confirmation testing. Make a note that the underwear stain shotld be’sent for
amylase testing on the P30 worksheet. If the stain is AP negative, make a small
cutting and submit the stain for amylase testing. KM positive stains-should be
documented.

In any situation, if the stain is AP negative and the time since date of occurrence
is more than 3 months, the analyst should submit a small‘portion of the area for
P30 testing to confirm negative results (for semen samples older than 3 months,
AP can degrade and thus testing mayyield a negative AP result).

At this point, be sure that any stains.submitted,to,P30 and/or amylase testing and
KM positive stains are designated'a, stain pimber/letter. All stains intended for
further testing should be cut dut and retained in separate coin envelopes.

If there are no biologicalstains on.the item(s), a diagram is not necessary; write a
short description of thestem using aClothing Description Worksheet.

For female victims:

Visually check underwearfor any biological stains. Additionally, observe the
underwear using an alternate light source. If any fluorescing areas are observed,
circle for further.testing.

If a fluorescing stdin is observed on the underwear, make a small cutting and
submit the stain for amylase testing. Designate a stain number/letter to each
fluorescingarea.

If a pink'to reddish-brown stain is observed on the underwear, test the stain with
KM reagent. Consult with exam supervisor. Based on the case scenario, a
d¢eision will be made regarding further testing.

Remember that the goal is to try to find victim DNA. Therefore, non-fluorescing
stains may need to be further tested. Stain location and the case scenario will
determine what stains need further testing. As every case is different, please
consult with exam supervisor as needed.
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At this point, be sure that any stains intended for further testing and KM positive
stains are designated a stain number/letter. All stains intended for further tésting
should be cut out and retained in separate coin envelopes.

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

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

If a debris envelope was used, note the location from whieh the debris was
collected, or note that the location was not given. Sineetrace evidence
examinations are not performed in the'Department of Forensic Biology, there is
generally no need to examine the contents’

5. The dried secretions swabs are,used to collect possible biological fluids from
areas other than the body caviti€s.*This.could include semen from the skin or
saliva from bite marks, fof example.

If dried secretions weregaken, note the number of swabs and the location from
which the secretions, Wese collected, or note that the location was not given. Each
swab must be individually labeled (SK1D1, SK1D2, etc.). See below for further
testing procedures.

Be sure to always treatunlabeled dried secretion swabs as external for purposes of
P30 and amylase.interpretations.

Refer to the.Suspect Kit Processing Flow Charts for guidance.
Testing of dried secretions swabs:

For/male 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,
Submit a cutting from each of the swabs present for P30 confirmatory test«for
semen. If the location from which the dried secretions swabs were taken‘is
known, this information must be included on the P30 worksheet. ‘Thesé swabs
will automatically be tested for the presence of amylase. Swabs With,locations
from the mouth, near the mouth, anal cavity, or near the anal cavity=should not go
on for amylase testing. As every case is different, please consult with exam
supervisor if there is something in the case description that suggests further
testing is required.

For female victims:

Visually check the swabs for the préséfice’of biological fluids. If the swabs are
pinkish to reddish-brown in colorytest withhdKiMweagent, and note the results.
Submit a cutting from each of the swabs present for amylase testing. If the
location from which the drieths€cretions.Swabs were taken is known, this
information must be included on the ‘amylase worksheet. Swabs with locations
from the mouth, near theymouth, anal cavity, or near the anal cavity should not go
on for amylase testing As every case is different, please consult with exam
supervisor if 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.

Since trace evidence examinations are not performed in the Department of
Forensic Bielogy; there is generally no need to examine the contents. However,
requests are~oCeasionally made to examine the fingernail scrapings; discuss with a
superviset, before starting any examinations of fingernail evidence. Generally, a
Criminalist IT or higher will do this type of examination

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

Since trace evidence examinations are not performed in the Department of
Forensic Biology, there is generally no need to examine the contents.
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8. The oral body cavity 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.
For male victims:

Visually check the swabs for the presence of biological fluids: ¥ the swabs are
pinkish to reddish-brown in color, test with KM reagent; note the results.

One slide accompanying each set of body cavity swabs-i$\stained using the
Christmas Tree staining procedure (refer to Christmas\Iree Stain for Spermatozoa
in the Forensic Biochemistry Methods'Manual) andexamined for the presence of
sperm; this search need not be exhatstive/and sheuld take no longer than five
minutes. If the slide location is saknownsde not perform sperm search. It is
not necessary to estimate the ntmber of spérnppresent. A new Criminalist must
have the sperm search witnessed for a period of six months and the reviewing
Criminalist must add their initials and 'date to the kit inventory form.

If no sperm is found ona slide, subniit a cutting for P30 confirmatory testing.
For female victims:

In most cases, oral swabswand smears should not be tested. As every case is
different, please constilt with exam 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 micrescopic hair comparisons.

Since traCe evidence examinations are not performed in the Department of
Forensic'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.
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10.  The facial hair combings and pubic hair combings are used to collect possible
trace evidence from the facial hair and pubic hair of the suspect.

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

11.  The vaginal and cervical body cavity swabs are used to collect'\possible
biological fluids from those areas; the smears are used for a sperm ‘search.

Testing of vaginal and cervical swabs:

Visually check the swabs for the presence of biological fluids. If the swabs are
pinkish to reddish-brown in color, test'with KM rgagent; note the results.

Refer to the Suspect Kit Processing.Flow Chasts\for guidance.
For male victims:

One slide accompanyingieaeh’set.ofibody cavity swabs is stained using the
Christmas Tree staininggrocedure (fefer to Christmas Tree Stain for Spermatozoa
in the Forensic BiochemistrysMethods Manual) and examined for the presence of
sperm; this search need not beexhaustive and should take no longer than five
minutes. If the slide location/is unknown, do not perform sperm search. It is
not necessary to estimate'the number of sperm present. A new Criminalist must
have the sperm searchwwitnessed for a period of six months and the reviewing
Criminalist must.add their initials and date to the kit inventory form.

If sperm is found™on a slide, the analyst at this point should be sure to make a
cutting fromeaeh positive location for amylase testing.

If no spetm is found on a slide, submit a cutting from each negative location for
P3QsCenfirmatory testing. These swabs will all automatically be tested for the
presence of amylase by the P30 ELISA rotation upon completion of the P30
testing.
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For female victims:

Submit a cutting from each location for amylase testing. There is no negditocheck
the swabs or smears for the presence of semen.

12.  The anal body cavity swabs are used to collect possible biological-fluids from
those areas; the smears are used for a sperm search.

For male victims:

Visually check the swabs for the presence of biological.fluids. If the swabs are
pinkish to reddish-brown in color, test with KM reagent;note the results. One
slide accompanying each set of body gayity swabg'is,stained using the Christmas
Tree staining procedure (refer to Chistmas TreesStain for Spermatozoa in the
Forensic Biochemistry Methods Manual) and'examined for the presence of sperm;
this search need not be exhaustive‘and should take no longer than five minutes. If
the slide location is unknownydo not pexform sperm search. It is not
necessary to estimate the aumber of sperm present. A new Criminalist must have
the sperm search witnessed+fer a.period of six months and the reviewing
Criminalist must add their initials and date to the kit inventory form.

If no sperm is found on a slide, submit a cutting for P30 confirmatory testing.
For female victims:

In most cases, anal ‘swabs and smears should not be tested. As every case is
different, please cofisult with exam supervisor if there is something in the case
description that stiggests further testing is required.

13.  The buceakspecimen is used as the suspect’s exemplar. If present, the buccal
specimen.would be the first choice in order to avoid potential inhibition of PCR
by heéme-degradation products.

iT'a’buccal specimen or other exemplar sample is contained within the kit,
eontact exam supervisor immediately to create a suspect file. Suspect file
creation is only necessary if an exemplar sample is present.
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Suspect file creation:

A suspect file will be obtained from the sign-in area by the exam supervisoer. A
new access record and schedule of analysis will need to be created forthe.file.
The suspect file must include a new internal chain-of-custody form te cantinue the
tracking of the suspect exemplar from the original voucher numbgreIn addition,
copies of the following paperwork must also be included in the filewapon
completion of kit examination:

- 61 form (NYPD complaint report)

- original request for laboratory examination forms
- evidence voucher

- evidence packaging worksheet

- completed kit inventory worksheet

After creation of a suspect file,"plaee the swab(s) in a coin envelope that should be
labeled with the FB number,‘susSpéct file number, voucher number, item number,
suspect name, analyst’s initials, and date of examination. The coin envelope
should be placed in a Kapak-envelope and heat sealed. Both FB numbers should
be written on the Kapakéand the analyst’s initials and date of examination should
be written across the Seal. The Kapak should then be placed in a larger manila
envelope with the same information that was written on the small coin envelope.

14.  Return all swabs and slides,to their envelopes and return to the kit.

15.  The questionnaire; bady diagram sheets, and instruction sheets are intended
for the use of the medical personnel. If present, make a copy of the questionnaire
and/or body,diagtam sheets for the left side of the case file; leave all originals in
the kit. Nosteém number is assigned if present.

16.  Photographs and/or other paperwork are not supposed to be included in a kit. If
presént, make a note of it; leave them in the kit. No item number is assigned if
présent.
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17. After kit examination is complete, the kit and exemplar should be placed in the

18.

19.

“in progress” area. If a suspect exemplar is present, an exemplar request should
be made. The suspect file should be placed in the “files for exemplar request
cutting” bin. If a victim exemplar is present, the sexual assault kit file-sheuld be
placed in the “files for SAK exemplar storage” bin. If no exemplar is present, the
file can go directly to the serology report writing station.

If a suspect file was created, the X-team will forward the completed file to the
assigned interpreting analyst (IA) upon completion of testing.

After P30 and amylase testing is complete, a serology sepert should be written.
Once the serology report is complete sthe kit is ready, t6 be closed.

The kit must be transferred to an interpreting ‘analyst (IA) for further analysis.
Check the Kit Transfer Worksheetito determine who will be the assigned IA for
the file. This must be done prier to submission to DNA extraction so that the
assigned IA will receive subseguent paperwork.

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

If a sexual assault kit was received for the case, check the serology results for
it first. In most situations, if'the sexual assault kit has semen and/or amylase
positive items, suspect kit.items that are submitted for extraction should be
sent for QUANTITATION ONLY.

The following kit ¢losing information is for both female and male victims.
Use the pertinentinformation for each case.

-Underweat
Semen, positive stains should be sent for differential extraction.

Amylase positive, semen negative stains should be sent for other extraction.
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If a stain is KM positive, consult with exam supervisor. Based on the case
scenario, a decision will be made regarding further testing.

If a stain is semen and amylase negative, consult with exam supervisory, Based on
the case scenario, a decision will be made regarding further testing.

-Dried secretion swabs

If semen positive, make a second cutting from one swab from each designated
area that is P30 positive. For example, if two swabs wege taken from the
“perianal” area and two from the “inner thigh,” make a-cutting of one swab from
the “perianal” and one from the “inner thigh” to govenvfor differential extraction
and DNA testing. If the location from’which the sWwabs were taken is unknown,
make a cutting from one swab to go\onifof a differential extraction and DNA
testing

If a swab is KM positive and'sgmen negative, make a cutting from one swab from
each designated area that is KM positiye for blood extraction.

If a swab is amylase positive, and semen and KM negative, the decision on further
testing depends on the&llecatien thatthe swab originated from (orifice versus non-
orifice) and the sex ofithe vietim. Refer to the Suspect Kit Processing Flow
Charts for guidance.

If a swab is semen andhamylase negative, the decision on further testing depends
on the location thatithe swab originated from (orifice versus non-orifice) and the
sex of the victim. Refer to the Suspect Kit Processing Flow Charts for guidance.

Be sure to eheek for dried secretions with locations from the mouth, near the
mouth, anahcavity, or near the anal cavity. Consult a supervisor to determine if a
dried seetetion from these locations should go on for extraction prior to kit
closing.

=\faginal and cervical swabs

If a swab is semen positive, make a second cutting from each P30 or sperm
positive swab for differential extraction.
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If a swab is amylase positive and semen negative, the decision on further testing
depends on the sex of the victim. Refer to the Suspect Kit Processing Flow
Charts for guidance.

If a swab is KM positive, consult with exam supervisor. Based on the case
scenario, a decision will be made regarding further testing.

If a swab is semen and amylase negative, consult with exam supervisor. Based on
the case scenario, a decision will be made regarding further testing.

-Oral and anal swabs

If a swab is semen positive, make a cufting from p0sitive location for differential
extraction.

If a swab is semen negative, consult with exarh supervisor. Based on the case
scenario, a decision will be ade regarding further testing.

After cutting all pertinent itemis, each envelope within the kit should be sealed
with evidence tape.

The kit should be placed in the “pending” area.

The file should be given te.the exam supervisor.
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DATE EFFECTIVE
09-27-2010

Suspect Kit processing flow chart

Dried Secretion Swabs:
* 1f the sexual assault kit for this case has semen and/or amylase positive items, the suspect kit items submitted

for extraction should be sent for QUANTITATION ONLY.

Cut all dried
'501:'?\155) secretions
male? swabs for
amylase
testing
Cut all dried
secretions swabs for
P30/amylase testing
Consult with exam
supervisor to
4 A determine if
Serology report Serology report additional testing is
-

Y NO
P30 KM Amylase NO - s the
positive? positive? positive? (v)
femala?
YES YES
Orifice or NO
unlabeled?
Consult with exam
supervisor to
determine if
additional testing is
\ 4 A 4 \ 4 A\ 4
Determine IA Determine IA | | Determine IA Determine IA | | Determine IA
A 4 y v A A 4
Cut one P30 Cut one KM positive CF‘(‘. one a"l‘)yt'ff Cut one amylase Cut one swab that is
it swab that is [EITOEEDUED positive swab that is semen, KM, and amylase
PEDETED I ; semen and KM negative semen and KM negative negative from each
each designated semen negative from each designated negativ pegaiy
area with the e @ atea ih the hghest from each designated designated area for other
! d cafo
highest P30 value tﬂszg‘;ﬁ)ﬁ(‘t’g&z’n aTylan value tl_or ) aﬁ:;:s""e"ca‘mz 'f‘(;gr';etﬁ'e[ extraction
for differential . EIEED YRR
A 4 A 4 A \ 4

Done with items-
Return to kit

A 4
Done with items- Done with items-
Return to kit Return to kit
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Suspect Kit processing flow chart

Oral and Anal Swabs: Apply this flow chart separately for each item

* If the sexual assault kit for this case has semen and/or amylase positive items, the suspect kit item$ submitted
for extraction should be sent for QUANTITATION ONLY.

Is the (v)

to determine if additional
female?

Consult with exam supervisor
testing is needed

Perform sperm
search on one
slide

Serology Report

Cut one swab for
) l differential Done with items-
Determine IA » extraction® Return to kit

Cut one swab for
P30 testing

v

Serology Report

P30
positive?

YES

Consult with exam
supervisor to
determine if additional
testing is needed
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Suspect kit processing flow chart
Penile and Scrotal Swabs: Apply this flow chart separately for each item

* If the sexual assault kit for this case has semen and/or amylase positive items, the suspect kit items submitted
for extraction should be sent for QUANTITATION ONLY.

Perform sperm
search on one
slide

Cut one swab
for amylase
tactinn
Cut one swab for
P30/amylase testing
y A 4
Serology Report Serology Report
\ 4
. Cut one swab for
Determine IA differential

extraction®

P30
positive?
NO
KM Cut one swab L
i Determine IA h Done with items-
> foerxlzlr(:;?i;eim Return to kit
NO

Cut one swab
for other
extraction*

4

Amylase
positive?

Determine I1A

Is the (v)
female?

Cut one swab
for amylase Y
extraction®
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Suspect kit processing flow chart
K. Evidence examination — non post-mortem exemplars

Vaginal and Cervical Swabs: Apply this flow chart separately for each item

* 1f the SOGMRIAE 218 Sftsm submitted to.the FiarsnsisBislasy lahoratery for anplyvsis-skekow
for e;&lﬂ&g@ﬁl@ﬂi@&]glyéigéﬁpﬁs ow aRte fakingnaodieyidence examination when examining’any

Is the (v)

female? Cut one swab for

amylase testing

Tue exemplart—woros

bcument

Serology
| Report

Consult with
exam
supervisor to
determine if

Amylase
positive?

search on
one slide

Use an EvidencexB

blood sammprcor an oral

, or paperwork from the DAQ:N\An item such as a bottle

Guone —1as a “pseudo-exemplar,” and will include a
swab for

amvlase

ckaging Worksheet for.initial documentation of each item.

1. For a b] cuoeswab ple follow thebloodstain preparation section of the Biochemistry
the samplefar¥INA extraction as described in the Evidence

for
Manual Psoamylase

. testing
examin

L=

the individu‘ 1.

Serology
2. For an {__Repot

and Exam
described 1
with the ng

P30
positive?

eral guide

S;;‘;Jﬁﬂy tling the sample with the name or initials of

documentsthe'sample using an Exemplar Evidence Packaging

YES

orksheet - Swab='Prepare the sample for DNA extraction as
he Evidenceexamipation - general guidelines, labeling the sample
R or initials of the mdividual.

Determine Cut one swab

Done with
items-

3 For a A~ |r;dot| fordfernial raumioki [igarette
Butt Exa on Worksheet Prepare the s as
descr1bed infthe’ Evidence examination - general guidelines, clearly labeling the
sample {o.ingdicate that it is not a “true exemplar For example: “Cig Butt
submitted S) HS”. Since this samp —ered an exemplgr, it must be
extractg” Amyiase gelex “Extraction — Oth Cutoneswab pars™ sheet.

P for amylfase Y
YES extraction®
4. Forothers «of “pseudo- exemplars ”? wing gum, bottles cups, etc.,

submitted ‘pseudo-exemplar.”  Pr: ot o for DNA extraction as

describ vidence'esatiination supervisor to es, clearly labeling the
Vi) PP ™1 determine if additional 3 :

sample™s ¢ that it is not a “true €] testing is needed ample: “Gum submitted

sample is considered an

exemplar, it must be extracted on a Chelex “Extract10n Other Exemplars” sheet.
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5. Retain the victim exemplar from Sexual Assault Kits.

For blood samples, retain the stain card and return the empty tube(s) alongwwith
the packaging to the Evidence Unit.

L. Evidence examination — condom

Condoms are often submitted to the Forensic Biology laboratory for examination.
Follow the general guidelines for note taking and evidence examindtion when examining
a condom.

Use an Evidence Packaging Worksheet for initial documefitation of each item.

1. Describe the general condition of'the condenmi(laid out flat, wadded up), color,
and any trace evidence if preseft. “If the condom was submitted “tied off,”
document it as received then‘eut open for sampling.

2. If applicable, any staing'must‘be documented by diagrams and/or photography.
Note the location of thestain, size, Heaviness (surface smear, etc.), and any
directionality of the'stain pattern. “Each photograph must have a ruler visible in
the frame, either a plain strarghtwuler or an x, y axis ruler.

3. Note whether fluids are present (liquid or dried). If the condom is found to be wet
when opened, the iterthshould be allowed to air dry after samples are taken. The
item should not be heated or exposed to direct sunlight. If the item has become
foul smelling, allow it to dry in the hood with the fan running.

4. Separately swab both the “inside” and “outside” of the condom, using one or
more swabs\for each surface. Since it usually can’t be conclusively determined
which.sutface is which, use quotes to describe the “inside” and “outside.”
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5. Test both sets of swabs for the presence of blood, semen, and/or amylase as

needed. Since the presence of a victim’s DNA on a condom can often be
important, it may be necessary to perform DNA testing on a sample fronta
condom even if no blood, semen, or amylase is detected.

Do not sample a condom by cutting a portion of the condom.

M. Evidence Examination — Products of Conception

The term product of conception (POC) refers to either an embryo,(up to the formation of
organs in the first 8§ weeks of gestation) or a fetus (up to appreximately 30 millimeters
and weighs approximately 4 grams).

The placenta is a temporary organ of pregnancy. Anatomically, placenta has two parts:
decidua (D), genetically identical to thie, mether, and ¢horionic villi (CV), genetically
identical to the POC. Decidua appeass’as‘a compact tissue, while chorionic villi look
more incoherent and loose. Morphological differentiation between D and CV can be
made by observation:

¢ By naked eye (Figure 1'A and 1B)
e Using stereo-microscopyr (Figute,2A and 2B),

e Using light microscopy of formalin fixed, paraffin embedded, and stained tissue
(Figure 3A and 3B).

POCs are often submitted to.the OCME Department of Forensic Biology for
examination. It is possible/for tissues of POCs to lack uniformity, be of different
gestational ages, orbe differently preserved. Therefore, besides general guidelines for
evidence examination, €xamination of POCs requires that some specific scenarios be
taken into consideration.

Follow the.general guidelines for note taking and evidence examination when examining
POC. Use'a Product of Conception (POC) Packaging and Exam Worksheet for initial
documentation of each POC item.

in Describe the general condition of the item (full embryo/fetus, fragments,
unrecognizable tissue parts, etc.).

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 APPROVED BY PAGE
09-27-2010 EUGENE LIEN 57 OF 64
2. Take one overview photograph of each item. Each photograph must have a ruler

visible in the frame, either a plain straight ruler or an x, y axis ruler.
3. Weigh each item and document the tissue weight.

4. Determine if the POC is more or less than 24 weeks of gestational age\(weight of >
500g is considered > 24 weeks of gestational age).

5. Sampling of the item depends on the general condition of the item.

a. If the POC is morphologically well defined, take aisample from it for DNA
typing; the sample should be approximatelyy3%3x3 mm in size.

b. If the POC is <24 weeks of gestational age ‘and/or it is not morphologically
well defined, rinse it severaltimes in, dH3O using Petri dish and observe it
wet under MIDEO sterée microscope (following Protocol for Forensic
Mitochondrial DNA Amnalysis, Section 4: MIDEO Macro/Microscopic
Digital Imaging System, page 1-3)!

Referring to Figdre 2a and 2b for guidance, take a chorionic villi sample
for DNA typifigsthe sampl€ should be approximately 3x3x3 mm in size.
If an exemplat from,the ‘mother/victim is not available, take a decidua
sample as well.

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 B above, take several samples from morphologically
different regions and put them in separate embedding cassettes (Figure 4)
for histological examination.

Figure 4
Tissue Embedding Cassette
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Each sample should be approximately 10x10x5 mm in size. Close each
cassette and label with a pencil. Submerge the cassettes in a prepared jar
of formaldehyde. OR Submerge each cassette in a prepared jar of'
formaldehyde. Cassettes, formaldehyde, and jars will be pre-previded by
Histology Department.

After collection of all pieces is done, submit them to Department of
Histology for further paraffin embedding, cutting, slidésmounting and
staining procedure. If needed, ask for consultation with a pathologist.
Once the samples have been evaluated, follow the séction of the Laser
Microdissection procedure from Forensic BiologywProtocol for STR
Analysis (In Section 2: DNA Extraction). Makesure that Chain of
Custody form is signed.

If the POC is >24 weeks of-gestationahage, retain a sample for further
testing. Inform OCME4dentification Unit (212-447-2711) and keep the
POC in the freezer, preperly packed, until a permit for city burial is
obtained by OCME Identification Unit. Return the empty packaging to
the OCME Evidence-Unit.

6. Submit samples for DNAextraction on an Exemplar worksheet, using the
notation “D” for decidual tissucrand “CV” for chorionic villi as appropriate.

7. Depending on the outcome,of the DNA testing, the disposition of the POC varies:
Testing outeOmMe Procedure
No mother/victim exemplar, and - Retain the entire POC;

DNA profile of theWPOC is female | - Return the empty packaging to the OCME EU

No mother/victid exemplar, and - Retain a sample of POC for further testing;
DNA profile of the POC is male - Dispose the remainder of POC in the red waste

trash (If the POC is >24 weeks old, follow step
5d);
- Return the empty packaging to the OCME EU

mixture

Nao mother/victim exemplar and - Repeat testing (See Step 5 above)
DNA profile of the POC is a
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Testing outcome Procedure '\
There is a mother/victim exemplar | - Retain a sample of POC for further te
and DNA profile of the POC is - Dispose the remainder of POC in t aste
foreign to the victim (mother), trash (If the POC is >24 weeks ol W step
having expected allele sharing 5d);

- Return the empty packaglngk CME EU

There is a mother/victim exemplar | - Retain a sample of POC for fu\ler testing;

and DNA profile of the POC is a - Dispose the remainder of POC in the red waste
deducible mixture trash (If the POC is >34 weeks old, follow step
o oy e
-Re the emptm aging to the OCME EU

and DNA profile of the POC is an

undeducible mixture ® K

8. For the return of emp t contalner in which POC have been
submitted must be ble usi A) bleach prior to return to the Evidence

Unit. ?“

8

Figure la: CV by naked eye Figure 1b: CV by naked eye - detail
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Figure 2a:
Stereo-microscopic (MIDEQO) image of
chorionic villi.

ey

igure 3a: Figure 3b:
Microscopic im formalin fixed, paraffin ~ Microscopic image of formalin fixed, paraffin
embedded an nely stained decidua embedded and routinely stained chorionic villi

QO

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 APPROVED BY PAGE
09-27-2010 EUGENE LIEN 61 OF 64
N. Evidence Examination — Pseudo-Exemplars

It is the policy of the Department of Forensic Biology to accept and test “pseudo=
exemplars” to aid in criminal investigations. There are various reasons to obtaina
possible perpetrator’s profile from a pseudo-exemplar as opposed to testing'a buecal- or
blood-sample. 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
or a coffee cup left behind after questioning. 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 an assault).

In most cases only one or two items are submitted for amvindividual.
0. Evidence examination — Touched Items

Items that are scheduled to be examined for High'Sensitivity or Property Crime Testing
are typically touched items or items-with.low expected yields of DNA. These items
should be swabbed or scrapedtaccording to the protocols described below. Because the
methods used by the High S¢nsitivity tearmi are inherently more sensitive than traditional
techniques it is necessary to adheresto,all recommended evidence handling guidelines
with regards to prevention of confamination including the following:

e Examine items in the dedieatéd lab space. For cases that are assigned directly to the
High Sensitivity team, €vidence is examined in the Special Evidence Exam Room
separated from theimain evidence exam room. This ensures that samples from
touched items ate separated from items with blood or other physiological fluids on
them.

e In order te.keep the process as clean as possible, personal preparation guidelines are
strictly.enforced.
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1. Documentation
a. Use an Evidence Packaging Worksheet for initial documentation of.the

packaging of each item.

b. Use worksheets appropriately.

i.  Use the Crime Scene Swab Worksheet for all swabs taken by the
NYPD. Be sure the note all information pertaining to.the location
where the swab was collected.

ii. For items being re-examined for High Sensitivity testing, use the LCN
re-examination worksheet.

c. Follow the evidence exam guidelines for pfopet documentation of all
items and samples taken. Fot; further clarifiedtion see below.

i. Note the general appearance of theuatem. For example, note the color,
the dimensions, and'whether thé itém appeared to be dirty or possibly
treated with latentypfint-developers such as fingerprint powders or
cyano-acrylate/((fuming) etc.

ii. Note the specifie-atea.beingiswabbed and/or any stains observed.
Include thedimensions of the stain or area.

a) If an‘atea.is reddish’brown, KM test the area if appropriate. For a
very small area, eonsult your supervisor. You may only want to
take a very(small thread of the item for KM testing.

b) If the itemidoes not appear to warrant KM testing since it has no
reddish\brown stains, state “no reddish brown staining was
observed.”

d. Determin€the areas of the item to be swabbed separately if necessary.

Desetibe the sample assignment in detail in the notes. Examples follow:

L=, Eor duct tape used to bind a victim, at least three swabs may be taken
depending upon the circumstances of the case and the item. These
swabs include the ends of the non- sticky side of the tape, the ends of
the sticky side of the tape as well as the middle of the non-sticky side
of the tape.

ii. Similarly, a bat may be divided into the following three sections: the
top or where the bat came into contact with the victim, the middle or
barrel of the bat which may have the victim’s and/or the handler’s
DNA, and the handle of the bat.

iii. Each of the sections will be initially treated as separate samples.
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2. Swabbing a touched item using the LCN swab

a.

Obtain as many irradiated LCN Swabs and aliquots of the 0.01%"SDS
swabbing solution as may be necessary for the item currently being
examined.

When handling evidence for High Sensitivity, gown in lab ¢eat, double
gloves and face mask as described in the personal preparation section.

Do not open the swab tube until you are ready toswab the item.
Clean a set of tweezers with 10% bleach, dH2©.and 70% ETOH.

With a cap opener or Kim wipe; open thestube and remove the swab with
tweezers.

Dip a portion of the swab into the swabbing solution (0.01% SDS). Do not
saturate, rather moisten, the swab., If too much SDS solution is used,
DNA may be leftibehind on thelitem.

Swab the targét-area by folding or balling the swab up with the tweezers.

Thoroughly swab thestarget area with gentle pressure making sure to leave
as little of the swabbing solution behind as possible. As a general rule,
approximately“6 square inches may be effectively swabbed with one LCN
swab. This'is dependent on the condition and type of evidence being
examined.

NOF.E: Multiple swabs may be used for a single area, as necessary.
Document the use of multiple swabs and note the area which was
swabbed. Only submit as many swabs in a single
microcentrifuge tubes as may be effectively covered by digestion
buffer at the extraction stage. (The samples divided into separate
Eppendorf tubes may then be recombined into one extract in a
microcon step.)

Should residual SDS be left on an item, use a dry LCN swab to collect it
and include it in the Eppendorf tube to be extracted along with the original
swab(s).
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] Place the swab(s) back into the swab tube(s).

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

1. Change gloves between items when swabbing different pieces ‘of evidence.

3. Cutting swabs submitted by another party

a. If evidence is a swab previously taken, cut the entire swab and place in an
irradiated 1.5mL extraction tube.

b. Should the swab be encased‘in'a piece of filt€r paper or a similar material,
scrape the areas in contactwith the head'of the swab using a fresh razor
blade and include the sérapings collected with the cut swab in the
Eppendorf tube. The'blade of the razor should also be swabbed and that
swab included with the,sample.

c. Cut the exterionJayer oficottdn or surface of the swab that appears to have
come in contact-with«the evidence. Cut in circular pattern, essentially
lifting that top,layeroff the stick with the scissors. Take care not to cut the
wooden stick.

4. Repackage the evideriee as described previously.
5. For samples submiftted for High Sensitivity Testing, coordinate the examination

and submission of'a swabbed item with the High Sensitivity extraction supervisor.

Revision History:

February 9, 2010 — Initial version of procedure.
May 21, 2010 — Added Section C.16 and C.17 to clarify the policy for unattended evidence.
September 27, 2010 — Revised procedures on negative kits with additional evidence to be examined (Page 21).
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GUIDING PRINCIPLES AND SCOPE

The Department of Forensic Biology receives evidence primarily from New York City law
enforcement agencies for DNA testing. On ocassion, this Department will accept cases from
other Law Enforcement Agencies. These agencies, however, must have prior authorization to
submit any evidence. Evidence submitted for DNA analysis, regardless from which agency
submitted, must be vetted by the Sign-In Team or a supervisor

The primary responsibility of the Sign-In Team is to triage any evidence \@tted for DNA
analysis before it can be examined. While the result of this process ¢ @e many variables, its
two main purposes are to determine the probative value of the evi nd, once that has been
established, to assign the evidence a unique Forensic Biology n . This number is
permanent and will remain with the case indefinitely. The@ ocedures will highlight the

evidence sign-in process.

EMAIL ACCOUNT Q

The DNA Sign-In email account (DNASIg nafme.nyc.gov) is a vital part of the task
performed by the Sign-In Team. This gc consist of responses to previously made requests
in regards to exemplars, clarification o epancies in submitted paperwork, request to have

evidence prioritize, in addition to aggN\ther information pertaining to a case. The Sign-In Team
will monitor this account throu e day and update the case and the case contact as
necessary. . &

&
EVIDENCE SIGV%&QLDERS

Scanned NYPD paperwork (in PDF format) is created by the OCME Evidence Unit and can be
accessed by the Department of Forensic Biology. In general, the OCME Evidence Unit places
the PDF files into one of the following folders on the network:

1. “KITS” — All sexual assault kit paperwork will be scanned and will be saved to this folder

2. “HSC” — Any homicide, assault, rape (except Kits), LCN/Hybrid, and exemplar paperwork will be
scanned and will be saved to this folder

3. “PC” — Any property crimes paperwork will be scanned and will be saved to this folder
(Burglary, Robbery, CPW, etc.).

4. “OTHER” — Paperwork from other miscellaneous cases will be scanned and will be saved to this
folder

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

A.

Evidence Sign-in Process

The Forensic Biology Sign-In Team and/or a supervisor shall evaluate the paperwork
within the designated folders. During the evaluation process, additional folders may be
created, or the PDF paperwork may be moved to another folder for processing.

point, if additional information is required before accepting th

nce, contact the

Evidence will be evaluated for acceptance using the following g@\&uidelines. At any

appropriate agency to obtain the information needed:

1.

The Forensic Biology Case Log database (in '@oft Access format) will be
checked to determine if evidence was prev accepted for this case. If the
case has been previously accepted, refe@th next section.

If evidence submitted is addition jdence connected to a sexual assault Kit,
place the PDF paperwork for tife ional evidence in the waiting for kit
serology completion folder. Fhe @riminalist IV supervisor assigned to Evidence
Exam will evaluate the gvj e for acceptance.

Review the paperwo@ etermine if enough information is available to accept

the case. $®

>
Check th vidence Management Program (DEMP) to determine if there is
any relat idence or a case conferral.

S

Ma&,?se conferrals, if necessary, and create or update case contacts.

a. If a response is required but cannot be obtained immediately, create a new
folder and rename it with, at a minimum, the date and the complaint
number. Move the PDF paperwork and the correspondence to this folder.
Place this folder in the Waiting for Response folder.

b. If the case will be deferred, proceed with the Deferral Procedures outlined
below.
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5. If the case will be accepted, assign it the next available Forensic Biology number.

6. Complete the Scheduled Analysis Form with the appropriate target date.

7. Enter case information into the Forensic Biology Case Log database.

8. Rename the PDF file with the FB number, followed by the Evidence Unit (EU)

number, and move the file to the Accepted folder. 6
0. Transfer the case file to the EU.
Note: Any “priority” designation must be first approve Forensm Biology

Manager. Stranger cases (i.e., no suspect cas t be visibly indicated for
proper processing.

B. Evidence for previously submitted casQ'\

1.

Request the casefile from th ga]fst if the case is still open or from the
Administrative Team if h§e has been completed

Once the casefile is Q%ived, determine if the additional evidence requires testing.
Either proceed wi@ ence sign in or evidence deferral.

>
If the addig evidence is for a High Sensitivity or Hybrid case still in progress,
place the, In the appropriate folder and then send the analyst and the
Supi\/& n email to alert them to the additional evidence.
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C. Evidence Deferral

Deferral (rejection) of evidence must be properly done so that our customers are properly
notified. At any point of the case acceptance evaluation process, the following
procedures must be followed to defer any evidence from testing:

1. Proper notification must be made to the NYPD DNA Liaison Unit prior to
deferring any evidence. %

must be completed and forwarded by a member of n-In Team or a Forensic

2. Notification forms for the NYPD and the District Attor. @Offices exist. These
Biology supervisor to the appropriate agencies v&ﬁ All correspondence

e

must be saved on the Forensic Biology netv% :
3. The evidence rejection log database m e cbompleted.

O
D
N\

N

o

?S

Revision History:
February 9, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE

The Department of Forensic Biology receives evidence primarily from New York City law
enforcement agencies for DNA testing. On ocassion, this Department will accept cases from
other Law Enforcement Agencies. These agencies, however, must have prior authorization to
submit any evidence. Evidence submitted for DNA analysis, regardless from which agency
submitted, must be vetted by the Sign-In Team or a supervisor

The primary responsibility of the Sign-In Team is to triage any evidence \@tted for DNA
analysis before it can be examined. While the result of this process ¢ @e many variables, its
two main purposes are to determine the probative value of the evi nd, once that has been
established, to assign the evidence a unique Forensic Biology n . This number is
permanent and will remain with the case indefinitely. The@ ocedures will highlight the

evidence sign-in process.

EMAIL ACCOUNT Q

The DNA Sign-In email account (DNASIg nafme.nyc.gov) is a vital part of the task
performed by the Sign-In Team. This gc consist of responses to previously made requests
in regards to exemplars, clarification o epancies in submitted paperwork, request to have

evidence prioritize, in addition to aggN\ther information pertaining to a case. The Sign-In Team
will monitor this account throu e day and update the case and the case contact as
necessary. . &

&
EVIDENCE SIGV%&QLDERS

Scanned NYPD paperwork (in PDF format) is created by the OCME Evidence Unit and can be
accessed by the Department of Forensic Biology. In general, the OCME Evidence Unit places
the PDF files into one of the following folders on the network:

1. “KITS” — All sexual assault kit paperwork will be scanned and will be saved to this folder

2. “HSC” — Any homicide, assault, rape (except kits), LCN/Hybrid, and exemplar paperwork will be
scanned and will be saved to this folder

3. “PC” — Any property crimes paperwork will be scanned and will be saved to this folder
(Burglary, Robbery, CPW, etc.).

4. “OTHER” — Paperwork from other miscellaneous cases will be scanned and will be saved to this
folder
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PROCEDURE

A.

Evidence Sign-in Process

The Forensic Biology Sign-In Team and/or a supervisor shall evaluate the paperwork
within the designated folders. During the evaluation process, additional folders may be
created, or the PDF paperwork may be moved to another folder for processing.

point, if additional information is required before accepting th

nce, contact the

Evidence will be evaluated for acceptance using the following g@\&uidelines. At any

appropriate agency to obtain the information needed:

1.

The Forensic Biology Case Log database (in '@oft Access format) will be
checked to determine if evidence was prev accepted for this case. If the
case has been previously accepted, refe@th next section.

If evidence submitted is addition jdence connected to a sexual assault Kit,
place the PDF paperwork for tife ional evidence in the waiting for kit
serology completion folder. Fhe @riminalist IV supervisor assigned to Evidence
Exam will evaluate the gvj e for acceptance.

Review the paperwo@ etermine if enough information is available to accept

the case. $®

>
Check th vidence Management Program (DEMP) to determine if there is
any relat idence or a case conferral.

S

Ma&,?se conferrals, if necessary, and create or update case contacts.

a. If a response is required but cannot be obtained immediately, create a new
folder and rename it with, at a minimum, the date and the complaint
number. Move the PDF paperwork and the correspondence to this folder.
Place this folder in the Waiting for Response folder.

b. If the case will be deferred, proceed with the Deferral Procedures outlined
below.
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5. If the case will be accepted, assign it the next available Forensic Biology number.

6. Complete the Scheduled Analysis Form with the appropriate target date.

7. Enter case information into the Forensic Biology Case Log database.

8. Rename the PDF file with the FB number, followed by the Evidence Unit (EU)

number, and move the file to the Accepted folder. 6
0. Transfer the case file to the EU.
Note: Any “priority” designation must be first approve Forensm Biology

Manager. Stranger cases (i.e., no suspect cas t be visibly indicated for
proper processing.

B. Evidence for previously submitted casQ'\

1.

Request the casefile from th ga]fst if the case is still open or from the
Administrative Team if h§e has been completed

Once the casefile is Q%ived, determine if the additional evidence requires testing.
Either proceed wi@ ence sign in or evidence deferral.

>
If the addig evidence is for a High Sensitivity or Hybrid case still in progress,
place the, In the appropriate folder and then send the analyst and the
Supi\/& n email to alert them to the additional evidence.
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C. Evidence Deferral

Deferral (rejection) of evidence must be properly done so that our customers are properly
notified. At any point of the case acceptance evaluation process, the following
procedures must be followed to defer any evidence from testing:

1. Proper notification must be made to the NYPD DNA Liaison Unit prior to
deferring any evidence. %

must be completed and forwarded by a member of n-In Team or a Forensic

2. Notification forms for the NYPD and the District Attor. @Offices exist. These
Biology supervisor to the appropriate agencies v&ﬁ All correspondence

e

must be saved on the Forensic Biology netv% :
3. The evidence rejection log database m e cbompleted.

O
D
N\

N

o

?S

Revision History:
February 9, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE

The Department of Forensic Biology receives evidence primarily from New York City law
enforcement agencies for DNA testing. On occasion the Department will accept cases from
other agencies; however, these agencies must have prior authorization to submit e '\SR“
Evidence submitted for DNA analysis, regardless from which agency submitted i mltted

from, must be vetted by the Sign-In Team or a supervisor. \q/

The primary responsibility of the Sign-In Team is to triage any evi % L@ﬁted for DNA
analysis before it can be examined. While the result of this pro a 5\ave many variables, its
two main purposes are to determine the probative value of t and once that has been
established, to assign the evidence a unique Forensic Bio@ r. This number is
permanent and will remain with the case indefinitely.& gggif below describe the
evidence sign-in process.

\
'\Q 0‘6

EMAIL ACCOUNT Q

performed by the Sign-In Team. Thi unt 6onsist of responses to previously made requests
in regards to obtaining exemplar of discrepancies in submitted paperwork, and
requests to have evidence priori d, ition to any other information pertaining to a case.
The Sign-In Team monitors thy hroughout the day and updates the cases and the case
contacts as necessary. o A

-QDQ

The DNA Sign-In email account (DNA ;?g(a@obq)e.nyc.gov) is a vital part of the task

The High Sensitivity \Qestlng email accouptighSensTesting@ocme.nyc.gwill be
used for fee-for-sgr ases from outside of the City of New York. Members of the High
Sensitivity team ﬁ'monitor this account.

e’

EVIDENCE SI@FOLDERS

Scanned rwork from the submitting agency (in PDF format), in most cases created by the
CME nce Unit, can be accessed by the Department of Forensic Biology. In general, the
the P les are placed into one of the following folders on the network:

“KITS” — All sexual assault kit paperwork will be scanned and will be saved to this
folder
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“HSC” — Any homicide, assault, rape (except kits), LCN/Hybrid, and exemplar
paperwork will be scanned and will be saved to this folder

“PC” — Any property crimes paperwork will be scanned and will be saved to this folder
(Burglary, Robbery, CPW, etc.).

“Outside Jurisdiction” — fee-for-service cases from outside jurisdictions for H@?/
Sensitivity DNA testing.

“ID Samples” — cases for DNA testing for body identification, missing persons and
unidentified human remains cases. These cases may be subgaitted by the NYC Policed
Department or for cases of missing person and unidentifie nin New York State,
“OTHER” — Paperwork from other miscellaneous cases fiff be éﬁ}n‘ﬁed and will be
saved to this folder

»

\,Ox
PROCEDURE @

A.

Evidence Sign-in Process t\Q

The Forensic Biology Sign-In Tea@ Q%erwsor shall evaluate the paperwork
within the designated folders. D € ‘evaluation process, additional folders may be
created, or the PDF paperwqr {y lk ved to another folder for processing.

Evidence will be evaluateg™or ascép?nce using the following general guidelines. Not all
steps will be complete Il cases. For example, Step 3 (checking DEMP) is not
applicable for casas Jurisdictions outside of New York City. At any point, if
additional infor '\is re@pﬁed before accepting the evidence, contact the appropriate
agency to obta@ tQ@nation needed:

%en?&ology Case Log database (in Microsoft Access format) will be
ecke ermine if evidence was previously accepted for this case. If the

cas s een previously accepted, refer to the next section.

4% dence submitted is additional evidence connected to a sexual assault kit,
£ ace the PDF paperwork for the additional evidence in the waiting for kit

C) ‘V serology completion folder. The Criminalist IV supervisor assigned to Evidence
L3

?}"

Exam will evaluate the evidence for acceptance.
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2. Review the paperwork to determine if enough information is available to accept

the case. The criteria to accept an outside jurisdiction case for High Sensitivity
Testing also includes completion of a legal contract and submission of the
appropriate fees. The High Sensitivity team with the aid of legal counsel will
track these factors. Outside jurisdiction cases submitted for Missing ™ ,
Persons/Unidentified Human Remains cases will have a blanket legal agreement
approved and signed prior to the evidence being submitted. A copy-can be
obtained from the Legal Department. In addition, a supervisor will have also had
communication with the agency regarding cases th?gviae submitted for

anthropological exam and DNA testing. 0 qu\w
3. Check the DNA Evidence Management Pro D ) to determine if there is
any related evidence or a case conferral.§ &
d

4, Make case conferrals, if necessary@ e%@ update case contacts.
a. If a response is require@ n@oe obtained immediately, create a new
folder and rename it @ithvet aiminimum, the date and the complaint
number. Move the SD L51§rwork and the correspondence to this folder.

Place this foldi al or Response folder.

b. If the case %be '%ed, proceed with the Deferral Procedures outlined
below.

. X
If the cas@&be a@oted, assign it the next available Forensic Biology number.
6. Co% he\.)@}xoeduled Analysis Form with the appropriate target date.

7. Ente c@ Information into the Forensic Biology Case Log database
a. Outside jurisdiction cases submitted for High Sensitivity testing arrive
<> vwith an assigned “OJ” number that should be entered into a cross-
kv reference field of the case record.

£

/z;\‘)b. For Missing Persons/Unidentified Human Remains cases submitted from
’XY jurisdictions outside of New York City, enter “NYS Grant case” into the
AC Comments field in the case record.

N
\Z* 8. Rename the PDF file with the FB number, followed by the Evidence Unit (EU)
number, and move the file to the Accepted folder.
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0. Transfer the physical case file to the EU. Routine cases use manila folders,

priority cases use pink folders, and outside jurisdiction Missing
Persons/Unidentified Human Remains cases use yellow folders.

Note: Any “priority” designation must be first approved by a Forensic ~wogy
Manager. Stranger cases (i.e., no suspect cases) must be ndicated

for proper processing. \(\/

10.  After the EU returns the case files to the Sign-In are
for each case is reviewed, usually by a Criminalis
Analysis is revised as needed, and the assem
is completed. The case file is now ready for

Biology staff. §

\
B. Evidence for previously submitted casesr\Q &,6
&)
1 Request the casefile from tl-é}%ys |f ge case is still open or from the

Administrative Team if the %»been completed

Schedule of Analysis
rvisor. The Schedule of
he documents in the case file
- p\t?}y the applicable Forensic

>

2. Once the casefile i ,@}ermlne if the additional evidence requires testing
Either proceed wm%(lde(nj@ ignin or evidence deferral.

3. If the additie is for a High SensitivatyHybrid case still in progress
place the in th propridt#der and then send the analgsd the
supervi to alert them to the additional evidence.

o~

C. Evidence Dgfe@0

DeferraI‘%}Qtion) of evidence must be properly done so that our customers are properly
not|f| any point of the case acceptance evaluation process, the following
pro&@res must be followed to defer any evidence from testing:

@ Proper notification must be made to the NYPD DNA Liaison Unit prior to
‘ZS' deferring any evidence.

ol
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2. Notification forms for the NYPD and the District Attorney’s Offices exist. These
must be completed and forwarded by a member of the Sign-In Team or a Forensic
Biology supervisor to the appropriate agencies via e-mail. All correspondence
must be saved on the Forensic Biology network drive

3. The evidence rejection log database must be completed

Revision History:
February 9, 2010 — Initial version of procedure.
June 11, 2011 — Added information regarding network folders for outside jurisdiction cases; in A.7, added steps “a” and “b”
regarding outside jurisdiction cases; in A.9, added info regarding file folder colors; Added step A.10 to describe the
procedure when case files are returned by EU to DNA Sign-In.
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A. General guidelines
1. Reports bring together all of the analytical results and conclusions found-in, the

case notes, in an easy to read style. Overly technical terminology or misleading
statements must be avoided. The conclusions in each report must bé,supported by
the analytical data.

2. Regardless of the target date, a report should be written and submitted to a
supervisor for review no later than seven days after the last analytical results are
available. Each supervisory level has an additional seven days to review the case
and forward it to the next reviewer; if additional analytical work is needed the
case returns to the analyst. Each reviewer must date.and’initial the scheduled
analysis sheet.

3. DNA reports must include the folewing:

Case identifiers

Description of evidence examined

Description of the methodolagy.

Loci tested

Results and/gr;eenclusions

An interpretive statement, either quantitative (statistics) or qualitative
Date issued

Disposition of evidence

Signature and‘title of person accepting responsibility for the content of the
report

—Se e ooow

These requirements are met in the sections of the report: top block, RESULTS
AND CONELUSIONS, EXAMINATIONS, EVIDENCE RECEIVED,
DISPOSITION, and signature block.

Seroglogy or additional reports may not require all of the above.
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4, Template reports are available for use in the departmental computer network

directories and should be used. These template reports have many pre-written
statements which are applicable to most cases and save valuable time by
eliminating the need to write the same sentences repeatedly. There are-different
template reports depending on case type and testing performed (SerologysDNA,
suspect, kinship, etc.); make sure you use the correct template for'the, type of case
you analyzed.

5. The body of a report may have three or four sections, depending on the
complexity of the case. For examples of reports, see compléted case files
beginning in 1998 and later.

B. Evidence reports versus suspect (exemplar)ireports

1. The DNA typing of evidence is\often completed long before a suspect is
identified or an exemplar is provided from.an identified suspect. Sometimes,
more than one suspect is developed on‘a case, such as when the initial suspect has
been eliminated (especially=with pattern cases). It is also possible for a suspect
whose blood was colleeted for ane investigation to end up linked to a totally
different case. For'these reasons,an evidence report stands alone, without
inclusion of any suspect DNA«typing results.

The evidence report descripes the examination of any evidence that was
submitted, DNA typing results from the evidence and victim(s), and the statistical
statements of the.DNA typing results of the evidence.

The evidence report may have the name, arrest number and/or NYSID (New York
State Identification) number of an identified suspect in the top block of the report.

In additien; serology reports may be issued prior to DNA reports so that
investigators may be kept up-to-date.

2. if'an evidence case is linked to another evidence case or pattern, the link between
the cases is described in the evidence report(s). List all the previously linked
cases (case number, victim, complainant, and/or entity names, and all report
dates) in the summary and include the pattern designation if known.
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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 ene
case, the precinct and complaint number information can be included; ifdinked to
a pattern, the information may be left out. List all the previously linked cases
(case number, victim, complainant, and/or entity names, and all report dates) in
the summary and include the pattern designation if known.

A table of DNA results should be included in the suspect file.” Fhis table includes
the DNA profile of the suspect along with a summary of the DNA typing results
from the linked previous cases. Generally, it is sufficient to'pick the single best
example from each linked case (i.e., the cleanest sperm.cell fraction or unmixed
bloodstain); it is not necessary to list all the samplestyped in the evidence cases.
If the evidence results are clean typesy/the DNA profile of the victim(s) may not
be necessary.

A matching suspect report is datedhlater than the evidence case (even if just one
day) and is issued separatelyfrom'the evidence report describing the DNA typing
of the evidence.

4. If a suspect does not matCh any {previous cases, a report is written stating that
conclusion. If a suspeet.is excluded from a particular case there is no need to hold
up the suspect report for the-eanclusion of the evidence report. The District
Attorney’s Office should e'netified by a Criminalist 1V or above and the suspect
report issued.

5. 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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6. For pseudo exemplars, in most cases, only one or two items are submitted foran

individual. However, testing will be done on all items. Independent of the
detection of a match, the ensuing single source result scenarios are resolved as

follows:
NO MIXTURES PRESENT
Scenario Comparison and Reporting LDIS Y/N
Compare the DNA profile to Yes
LINKAGE and directly to any
case(s) specifically indicated.
1 :)treor?islegenerate one DNA Issue report clearly stating that
DNA profile was obtained
from apseudo-exémplar.
Request oral.swab in report.
Compare alhDNA profiles to No
EINKAGE and directly to any
case(s) specifically indicated. | Because of the
uncertainty these
Items generate two or Issue report clearly stating that | DNA profiles will
2 | more different DNA the’'DNA profiles were not be entered into
profiles obtained from pseudo- LDIS.
exemplars and the types were
not consistent with each other.
Request oral swab in report.
Depending on the results of the | Follow Scenario 1
Not all tested samples S
ielded 4 restlt: one or samples yleldl_ng a result, or 2 above.
3 |V ' follow Scenario 1 or 2 above.
more.Qf the samples are
negative. Request oral swab in report.
Nane of the samples Issue a negative report. N/A
4 (“Myielded a result; all
samples are negative. 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 any comparisons. Depending on the situation,.a
careful comparison can still serve as the basis for a court order. Independent of
the detection of a match, mixture result scenarios are resolved as follows:

MIXTURES PRESENT

Scenario

Comparison and Reporting

LDIS Y/N

At least one item is a
A | single source profile,

the others are mixtures.

For the single-source profiles,
follow Scenario 1 or 2 in the
previous table, depending on
how many single-source DINA
profile(s) were,obtained

For the mixed profiles,\there are
two options; depending on the
situation either:

- Report-the mixtures as “not
suitable for comparison”.

- Report the mixtures as in
Scenario B below.

Request oral swab in report.

Follow Scenario 1
or 2 above for the
single-source DNA
profile(s).

None.of'the items are
B | single source, only

mixtures were detected.

Follow the guidelines in the STR
manual for complex results.

If a major component can be
unambiguously determined in at
least 6 loci, compare the DNA
profile to LINKAGE and
directly to any case(s)
specifically indicated.

If a major component can not be
unambiguously determined,
report the mixtures as “not
suitable for comparison.”

Request oral swab in report.

No

Because of the
uncertainty these
DNA profiles will
not be entered into
LDIS.
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When reporting results on pseudo-exemplars it should be clear from the report
that the result was not from a buccal- or blood-sample. Depending on the results
obtained, there may need to be additional statements about mixtures. Insall
pseudo-exemplar reports, a request for a true exemplar (oral swab) must be.made.
See the template report for the wording to address these situations.

7. For a kinship (paternity, maternity, etc.) case, a single report is generated using
the kinship report template. Both FB numbers are used on the report and a copy
of the report is put into each case file.

8. Since the statistical statements are found in the evidence ¥eport, and are associated
with the DNA profiles found on the evidence, suspectueports do not generally
have any statistical statements of their‘own.

C. Additional and Amended Reports

If an additional report in generated, this'will be noted immediately prior to the RESULTS
AND CONCLUSIONS sectioprusing‘the.following standard statement:

ADDITIONAL REPORT

This is an additional report, Forsprevious examinations, evidence submitted, 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 sigh the most recent report. The RESULTS AND
CONCLUSIONS section-should generally discuss only the new analyses. If the new data
includes additional-genetic testing, the report may be cumulative, including the new
genetic testing results plus the genetic testing results from past reports.
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If an amended (corrected) report is generated, this will be noted immediately prior to the
RESULTS AND CONCLUSIONS section using the following standard statement:

AMENDED REPORT

This is an amended version of the report dated (insert date of original report). An
additional sentence describing the nature of the correction must be included.

In instances where amended reports are generated, the original reporting analyst will sign
the most recent report. The entire report, including the amendment; is generated.

D. Top block

Each report will be on the most current version of the.department letterhead and will have
specific identifying information in the topsblock. Not'all of the following are available for
each case. The information may vary.depending en the case type and/or whether the case
is an NYPD submitted case.

Report date indicating'the date the report was written
Name of deceased, Victim, cemplainant, or entity
Case number

ME (Medical Examiner) number

Physician that conductedthe autopsy and autopsy date
Name of suspect

Arrest number and/or NYSID number of suspect
Precinct of incident

NYPD complaintnumber

Start date

—mSe@ e o0 o

This information.will allow the medical examiner, detective, or assistant district attorney
who receivesithe report, to know where to file it.
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E. Results and Conclusions

The Results and Conclusions section contains a summary of results and/or
conclusions and the interpretive statement (quantitative or qualitative).

The summary should be a brief synopsis of the analytical results; it should.answer the
questions that were posed by the submission of the physical evidence, such-as: Is there
blood? Could it be the victim's? Are there samples foreign to the victim?" Is there
semen? Was the DNA profile of the semen donor determined? Are there any other body
fluids?

The summary of a suspect (exemplar) file states whether oxsat the suspect matches any
previously analyzed cases.

Before you write your summary, ask yourself,“WHAT'DOES THE READER OF THE
REPORT NEED TO KNOW?” Then Wkite a short,yclear summary answering those
questions. The summary should give.all the answers in a simple manner; save all
technical explanations for the EXAMINATIONS section.

The template reports contain many pre-written sentences to guide you in your explanation
and interpretation of results,

1. For the majority of the DNA-eases, the following type of summary is sufficient:
a. Human blood ‘was'found on the knife.
PCR DNA testing was done; the blood on the knife could not have come
from the viCtim, Jane Doe. This combination of DNA alleles would be
expected to be found in approximately:

b. Human blood was found on the knife handle and knife blade.

PCR DNA testing was done; blood from two people was found.
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e.

f.

Semen was found on the vaginal swab, based on the presence of P30
antigen and/or sperm.

PCR DNA testing was done; the DNA profile of the semen donerwas
determined. This combination of DNA alleles would be expectedsto be
found in approximately:

Amylase was found on all three cigarette butts found in‘the**“living room.”

No blood was found on the pants or shoes taken from the “suspect.”

The standard forensic paternity conclusions:

2. Many DNA results can also be dealt,with4n the'SUMMARY section:

a.

For samples that do notwyield enough DNA for typing, list them.

The following sample(s)*had an.insufficient amount of DNA, therefore,
the samples could, net-be typed:

For samples\Where typing Was attempted with no alleles detected, list
them.

PCR DNA typingwas attempted on the following sample(s), but no alleles
were detected:\Therefore, no conclusion can be drawn regarding the DNA
profile of.the blood / semen donor:

For samples that were extracted but not typed (such as multiple samples
froma'single item), list them.

The following sample(s) were extracted but PCR DNA typing was not
performed:
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d. For samples with no foreign DNA (intimate samples such as body swabs,

underwear, etc.), list them.

PCR DNA typing was done on the following sample(s); all of thevalleles
seen were the same as the alleles of [insert victim name]. She / he'could
be the source of those alleles.

3. Complicated or unusual cases involving mixtures of body fluids, multiple
contributors, etc. can be difficult to write. The template reports are a place to
start, and many valuable insights can be gained by reading previous reports
covering similar cases. It is a good idea for each analyst'to maintain a file of
copies of his or her complicated reports for future reference.

4. For cases where there are similar items; but can-be differentiated by color or other
descriptions:

a. Human blood was fotnd on the blue shirt. No blood was found on the
green shirt.
b. Human blood was found on the samples from the “doorway” and “hall.”
5. Avoid the exclusive use of yvoucher and item numbers, since that forces the reader

to look elsewhere to find gutwhat is being described. However, voucher and item
numbers may be used in eonjunction with the item description if necessary to
avoid confusion. If the collecting officer used notations to identify samples, these
may be useful to.differentiate between many items.

For example,, if the items need to be identified by item and/or voucher numbers:

a. Human blood was found on the shirt (item 1). No blood was found on the
other shirt (item 2).

b. Human blood was found on the shirt (item 1, voucher E111111). No
blood was found on the other shirt (item 1, voucher E111112).

C. Human blood was found on samples “S1” and “S2”.
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6. If items were removed from an object, location or person, it is useful to put that

information in the summary. Since you don't have personal knowledge of this,
use quotation marks. Remember that quotation marks mean you are copying
EXACTLY information as it is written elsewhere, including any misspeltings or
abbreviations:

a. Human blood was found on the sample taken from the “bedreom door.”
b. Human blood was found on the shirt taken from “the defendant.”

If there is conflicting information in the voucher, requestfor laboratory
examination, and/or crime scene report, it may be impaessible to determine which

IS correct; in that case, do not includeany informatien:

7. If when examining evidence, youseallect trace.gvidence (hairs, fibers, etc.), they
should be mentioned in the summary:

a. Hairs and/or fibers'were ‘collected from the shirt. They were packaged
separately in a labeledenyvelope and returned with the shirt.

b. Glass fragments-were,found on the sneakers. They were packaged
separately in a labelgdsenvelope and returned with the sneakers.

8. All items submitted mustsbe mentioned in the report. If nothing of evidentiary
interest was found on‘an item:

a. No bload was found on the shirt or pants.
b. No,semen was found on the vaginal swabs, oral swabs, or anal swabs from
the wictim.
9. If items Were not examined, the items should be mentioned. If necessary, the

reason for not examining may be mentioned.
a. The “clothes from victim” were not examined.

b. The shirt was received wet, moldy, and/or foul smelling, making it
unsuitable for DNA analysis.
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C. The knife was not examined, pending fingerprint examinations.

10.  Quantitative (statistical) statements are often part of the summary. They are
calculated for probative samples when:

a. The sample is apparently unmixed.

b. The sample appears to be a mixture of two components and the source of
one component is known (i.e. when epithelial cells are present in the
sperm cell fraction).

C. If there is a large difference in/peak heightshetiveen the major and minor
components and the genotype of the major component is easily inferred.

d. Statistics are not calculatethfor expécted inclusions such as epithelial cells
from a swab giving a‘profile consistent with the donor of the swab.

11.  After a summary is writtenyeview it carefully. Does it answer all of the
questions? Is it clear?~Are-all submitted items accounted for?

F. Examinations

The examinations section contains a description of the methodology and the loci
tested.

Standard explanatory statéments are in the template reports; make sure you use the
correct explanatory-statement for the type of genetic markers you used. The explanatory
statements consist'of several paragraphs; choose those that apply to the results in the
case, deleting.any.paragraphs or loci that don’t apply.

The explanatery statement can be further modified to reflect the analyses performed in a
specifie-Case, if necessary.

Itsis)arequirement that the explanatory statement is also used for all suspect reports,
whether DNA typing data is included or not.
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Evidence received

This section will list all evidence received, whether from a submitting agency orfrom‘an
autopsy. The post-mortem items from autopsy are given PM numbers to differentiate
them from other evidence.

Make sure that all items signed into the laboratory, whether or not you examined them,
are listed in the EVIDENCE RECEIVED section.

The date the evidence was received into the laboratory is also included. It is only
necessary to give the date once for each voucher or group of PMhevidence.

1.

Using the paperwork and your notes, Jist the itemAumbers, voucher numbers,
date received, and a description of thevitem. If items were removed from an
object, location or person, it is useful'to put.thatsinformation in the description.
Since you don't have personal knowledge of this, use quotation marks.
Remember that quotation marks indicate that you are copying EXACTLY
information written elsewhere:

ITEM VOUCHER DATE REC’D DESCRIPTION

1 E11111% 4/15/99 sample from "bedroom door"
2 “ knife

1 E222222 4/21/99 shirt from "suspect"

2 “ pants from "suspect”

3A-B “ pair of socks

PM 1 — 4/10/99 blood sample from victim
PM 2 — vaginal swabs

PM 3 — anal swabs

If there ‘are several items submitted as one, give them all individual identifiers,
bothin your notes and in the report:

ITEM VOUCHER DATE REC’D DESCRIPTION

1A-C E111111 4/15/99 three cigarette butts

On the voucher, the cigarette butts were identified as "item 1". Upon opening the
package, there were three; they were then given the identifiers 1A-C.
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3. If there are items submitted that weren't included on the voucher, they still need, to

be listed in the evidence section:

ITEM VOUCHER DATE REC’D DESCRIPTION
1A-B E111111 4/15/99 shoes
2A-B " two socks (not listed on voucher)

4. If upon opening the items it was discovered that the description on the voucher
was incorrect (for example, a tank top was submitted, but the voucher says "T-
shirt™), put the correct description in the EVIDENCE RECEIVED section.

5. If upon opening the items it was discovered that an‘item“was missing, they still
need to be mentioned in the evidence/Seetion:

ITEM VOUCHER DATE RECD DESCRIPTION
1A-B E111111 4/15/99 shoes
2A-B " socks (not received)

6. If items were submitted to-the laboratory, but not examined, the item description
should be copied frem, the voucher.and listed in quotation marks. A symbol or
parenthetical statement may besincluded to indicate this:

ITEM VOUCHER DATE REC’D DESCRIPTION

1A-B E111111 4/15/99 “shoes” (not examined)

H. Disposition

This section deseribes what has happened to the exemplars, vouchered evidence, post-
mortem evidenceéyand samples removed from the evidence.

1. Always keep victim exemplar from a sexual assault kit. 1f no buccal sample was
submitted in a sexual assault kit, keep the saliva sample or other suitable item,
stch as an orifice swab negative for p30.

- An oral swab from John Smith will be retained in the laboratory

Controlled versions of Department of Forensic Biology Manuals only exist electronically on the
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For post-mortem samples, all sexual assault kit items are returned to the Evidence
Unit. Any post-mortem samples that are not a part of a sexual assault kit will be
retained.

- Items PM 2A- 2H will be retained in the laboratory.
- Items PM 3-4, fingernails from victim, will be retained in the\laboratory.

For vouchered sexual assault Kits, no items (except exemplar)‘are retained.
For vouchered evidence, no items are retained.
If numerous items are being kept, it is easier to write It.in this way:
The following items are beingretained imthe laboratory:
- Dried stain prepared<from victim?shlood
- Head and pubic hairsfrom victim
If an item has left the lab,INOT through our Evidence Unit:
The gun was returnéd to Dets Smith, shield # 2345 on 5-7-90.
If a sample was consumed during the analysis, that must be mentioned in the
disposition. The following statement may be added and referenced in the

evidence list using a symbol such as “*:

* Sample(s).collected from this item and/or the submitted swab was
consumed:

For DNA casesy all DNA extracts are retained.

~DNA extracts for all samples and controls tested will be retained in the
laboratory

Fordtems that have been transferred to the Evidence Unit:

The remainder of the evidence will be released to the Evidence Unit.

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

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



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT MANUAL

REPORTS
DATE EFFECTIVE APPROVED BY PAGE
02-09-2010 EUGENE LIEN 16 OF 17
l. Signature block
1. Each report has one signature, the person who is the reporting analyst forthe case.

A non-DNA case requires a reporting analyst who is competent in all of the
techniques used in the case.

A DNA case requires a DNA interpreting analyst that has finishedall aspects of
the training program, who is competent in all of the techniques used in the case,
AND who fulfills the educational and experience requirements for a DNA analyst,
including at least six months experience in a forensic DNA laboratory.

2. Reports are not considered official until the reporting analyst has signed the report
and the report has had a technical review./An administrative review must be
performed prior to the report being.sent out.

J. Comparison only reports

A “comparison only” report simply documents the results of a comparison in the absence
of any additional typing. Forinstanee, this'could include the comparison of a previously
typed exemplar from a suspect file to~a'second case or a newly discovered “unknown”
donor to previously issued case results. In this case some elements described above may
be omitted or modified as follows:

1. A productivity sheet is still required to facilitate administrative review of the
casefile. Only the top section need be completed.

2. Because no-additional testing was performed, a disposition section is not
necessary. I his information is documented in previous reports and referred to in
the “Additional Report” blurb.
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3. For cases in which a suspect comparison to a secondary complaint number has

been requested for a suspect who has previously matched a case, the “Summary of
Results” boiler plate statement describing database comparisons may besmodified
as follows:

Furthermore, the DNA profile of the suspect, [suspect name here],.does not match
any other PCR (STR) DNA profiles in the local OCME DNA datapank to date,
excluding [add previous FB number that did match suspect].

Revision History:
February 9, 2010 — Initial version of procedure.

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



FORENSIC BIOLOGY EVIDENCE AND CASE MANAGEMENT MANUAL

SUBCONTRACTING

DATE EFFECTIVE APPROVED BY PAGE
02-09-2010 EUGENE LIEN 10F3

GUIDING PRINCIPLES AND SCOPE

Subcontracting is the utilization of another laboratory to provide services within the

Department’s scope of accreditation. It does not pertain to situatiaméch the Department

uses an external laboratory to conduct a specific analysis using a technology that the laboratory is not
qualified to perform or when the Department will not take or retain ownership of theFaata.

example, using another laboratory to provide mitochondrial DNA testing is “subcontracting”

since our laboratory provides mitochondrial DNA testing services. Hgwever, the utilization of
another laboratory to provide RFLP work is not “subcontracting” si ur laboratory does not
provide RFLP services.

A sub-set of subcontracting is outsour cinghich isthe utilizai Q a vendor laboratory to
provide DNA services in which the Department takes or r wnership of the DNA data for entry
into CODIS, when applicable.

It is not the usual practice of the Department of@sic Biology to subcontract/outsource work.
Should the need arise; however, the Departlggtl ould use only competent subcontractors. This
document describes the general process blishing a subcontracting agreement that meets
the requirements of ISO 17025 and the{Bl ality Assurance Standards for Forensic DNA

Testing Laboratories. s\O
PROCEDURE @6

>
In the event that the D Ant of Forensic Biology needs to subcontract work, the Department
notifies the affected c ers, e.g., the NYPD and/or District Attorney’s Offices, in writing. In

most cases the Depdrwent requests the customer to provide their approval, preferably in writing.

The Department sgeks subcontractors that it believes to be appropriate for the tests to be
conducted.

» If a subcontractor is selected by the Department, then the Department is responsible
to the customer for the subcontractor’s work.

» If a subcontractor is selected by the customer, the Department follows all steps in the
subcontractor qualification process. The Department informs the customer of the
results of the results of that process, and the ramifications of using vendor
laboratories that do not meet the Department’s requirements.
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A. General Requirementsfor Subcontractor Qualification
1. A subcontractor must be accredited, preferably to ISO/IEC 17025.
2. The Quality Assurance Unit maintains a register of the subcontractors that the

Department of Forensic Biology uses for tests, as well as the records that support
subcontractor competence, for example, accreditation certificates and audit

documents. 6
I. The records include the date on which the@ntraotor was approved
B. DNA Subcontractor Qualification ®Q
1. The appropriate Technical Leader dete®l§es whether an external laboratory is

competent to act as a subcontracto the Department. The minimum
requirements for DNA laboratory O\ tence are:

I. Compliance with the F ality Assurance Standards for Forensic DNA
Testing Laboratories,% ified by a reviewita vendor laboratory’s
external audit document ¥€port, the vendor laboratory’s responses, and/or
follow-up actio éy findings detailed in the report.

ii. Compliance wi eral accreditation requirements

2. Where the vend oratory will perform DNA analysis for the Department (and
not for a law ement agency or entity other than the Department), the
appropri nical Leader reviews and approves the technical specifications of
the sub acting agreement prior to the awarding of any agreement.

3. Pri?ﬂ- e initiation of analysis under a subcontracting agreement, the following
step2 take place:
I. The appropriate Technical Leader or designee performs an initial on-site
visit to subcontracting laboratory.
* The employee performing the visit is a qualified or previously
gualified analyst in the technology, platform, and DNA typing kit used
to generate the DNA data
* Itis not necessary to conduct a full DNA audit during this visit, but at
a minimum the visit must include an assessment of the work site and
documentation of the subcontractor’s ability to perform analysis on the
outsourced work.
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il. The appropriate Technical Leader documents in writing that the
Department accepts ownership of the subcontractor's DNA data. A copy
of the approval is provided to the subcontractor.

4, Subcontracting agreements that extend beyond one year require an annual on-site
visit to the subcontractor laboratory.
I. An on-site visit conducted by another NDIS laboratory using the same

technology, platform, and DNA typing kit is acceptable. The records
provided to the appropriate Technical Leader(&include:

» The date of the visit
e A summary of the visit 0
» Documentation of the qualified e{ﬁel who performed the visit.

The Technical Leader documents their w and acceptance of the records of

the on-site visit. Q

A new “initial visit” is required '\enewals or re-awards involve gaps in the
agreement of greater than s, or where there are changes to the technical
specifications. K

All data and/or report @1 rated by a subcontractor as well as any vendor-generated
profiles uploaded t% arched in CODIS by the Department are technically reviewed in
the same mann ata and reports generated wholly within the Department. See the
TECHNICAL W procedure for details.

?S

C. Data Integrity

Revision History:
February 9, 2010 — Initial version of procedure.
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GUIDING PRINCIPLES AND SCOPE

Technical review is an evaluation of reports, notes, data, and other documents to ensure that
there is an appropriate and sufficient basis for the scientific conclusions. The Department of
Forensic Biology uses a program of technical review for reports issued by the Department in
order to ensure that all appropriate testing was conducted, that reports accurately reflect the
results of testing, and that all opinions are based upon objective scientific observations.

This document describes the technical review procedure of the Departmedt\g

Managers may establish additional requirements for technical revie @ﬁ their work groups;
however, such requirements may not be less stringent than the requt nts described in this

procedure. %

PROCEDURE Q

During technical review the reports, notes, dat ther documents are checked to verify that
the Department’s analytical, case managemen AJ/QC procedures were followed; data was

interpreted correctly; and the final report acha ly reflects the supporting data. Technical
review is performed on: ‘\O

1. All DNA cases except t@ that use the ADMINISTRATIVE COMPLETION OF
CASES process.
>
a. DNA e bél review is completed prior to the release of the report.
2. A minimur‘glhree (3) serology cases per month for each analyst issuing serology
reports.
a. Serology technical review may be completed before or after the report has
been released.
A Technical Reviewer Requirements

1. The reporting analyst cannot perform a technical review of their own case.

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

TECHNICAL REVIEW

DATE EFFECTIVE APPROVED BY PAGE
09-24-2010 EUGENE LIEN 20F7
2. The technical reviewer must be or have been an analyst qualified in the

methodology being reviewed.

a. “Analyst” includes those whose sole analytical responsibility is technical
review.

Criminalist Il or above may technically review: Serology cases; DNA cases
where no DNA testing past the quantitation step is attempted; DNA typing data,
including controls and allelic ladders, as part of assigned rot%gn duties.

Criminalist IV or above may technically review: All above, as well as
cases that proceed to DNA amplification and typing. 0

be at the same or higher level of authority racticable. Managers may
allow exceptions to this practice, for e

If the analyst of record is a Criminalist IV or ;g(@?e technical reviewer should
Ie

a. A Deputy Director or Assista ctor conducting the technical review
of cases for which the Dj is the analyst of record.
b. A Criminalist 11 conduet echnical review on a “Negative DNA” case

in which the report V\Qsi ned by a Criminalist IV supervisor for a

Criminalist trair§e\o

B. Elements of Technical Re\@

scope technical r

There are two bai@%case technical review, full technical review and limited

1.

Ful &ﬁgal review. Ata minimum, a full technical review includes the
followfing steps. Some steps will not be applicable to technical review of serology
cases or DNA cases that do not proceed past the quantitation step. Technical
review of DNA cases that started as serology cases includes technical review of
the serology report and data (if not previously done).

a. The report and other case file documents are reviewed to ensure that:

I. All submitted items are accounted for in the report and all
appropriate testing was done.
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The reported results are supported by the notes, worksheets, and
electronic data:

1.

2.

3.

4.

DNA profiles are consistent with the raw or analyzed data
(e.q., electropherograms, sample sequences).

All required controls and allelic ladders (including appropriate
controls from reworked samples) are accounted for on Control
Review Worksheet(s). (The technical review of the analyzed
data for controls and/or ladders is completgd as part of the
analysis rotation, and is documented on\ trol review
worksheet.)

Inclusions, exclusions, and results f@r ed as inconclusive
comply with Department guideliQe

Examination notes meet D nt requirements with respect
to dates of examination,@’s, and case identifiers.

The following elemen’\%)resent in the report:

'Q

s
S

?S .

FB case num equivalent identifier
Description evidence

Descriptign offhe DNA technology
Desr}@of the DNA loci or amplification system
The s and/or conclusions

A@dpntitative or qualitative interpretative statement

%e disposition of evidence

e signature and title of the analyst of record
Other pertinent case information as applicable, e.g., name of
victim, NYPD complaint number
A location for documentation of administrative review

b. The chain of custody is reviewed
C. The statistical analysis (if applicable) is reviewed
d. A database review is completed if not already done (See Section E)
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2. 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 report

3. Problems identified during technical review must be corrected.

a. The majority of corrections are the responsibility eporting analyst;
however, technical reviewers have discretion to inor corrections,
e.g., writing an FB number on a page.

b. Problems identified in a serology case wher eport has already been
distributed may trigger the QUALITY | NT REVIEW procedure,
depending upon the nature of the prob

C.  Number of Technical Reviews Q
1. One full technical review is suff' for most cases; however, enhanced
technical review is required in&o P ircumstances. Enhanced technical review
is:

a. One full technic @ew conducted by a manager OR

b. Two technical\evietws, including at least one full technical review,
conducted minalist Level IVs or above.

2.

An enhanced \Amical review is required for:
a. containing complex DNA mixtures that have been deconvoluted.

te: Generally the requirement for enhanced technical review does not
apply to cases that contain only simple mixtures; i.e., the DNA
profile of the major contributor to each mixture is unambiguous;
however, deducing the minor contributor to a simple mixture can
render a simple mixture “complex”.

b. Cases that require kinship or paternity analysis
C. Cases where a suspect’s DNA profile is compared to a DNA mixture
d. Cases where the DNA profile of a victim, elimination sample, or other

known/deduced donor in a case is compared to a DNA mixture and the
comparison is informative, for example, a victim’s profile is compared to
DNA types obtained from a suspect’s clothing.
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e. Proficiency tests.

Note: An analyst or technical reviewer may request a second technical review of

any case.
D. Documentation of Technical Review
1. Technical review is officially documented on the applicable Scheduled Analysis
sheet with the reviewer’s initials and the date. 6
a. This should be done only when there are either ections that need to
be made or any required corrections are ming
b. When major changes are required, e.g., a coqchusion is incorrect and the
report needs to be modified, the case i ed to the technical reviewer
after the corrections are made by th@ting analyst so that the changes
can be evaluated and approved,@t technical review documented.
2. The technical review completion @hould also be entered into the electronic
case or suspect logbook. (](
a. The “Tech review III.Q/” leld should be used for the first technical
review completi .
b. The “Review. Id should be used for the second technical review
completion if applicable).
. <

DNA cases w@ompleted technical reviews are ready for administrative review.

E. Database Revi{\Q

1.

DN%Rfiles that are eligible for CODIS and/or LINKAGE must undergo a
database review by a Criminalist IV or manager. One database review by a
Criminalist 1V is sufficient in most circumstances; however, one review by a
manager or two reviews by Criminalist IVV’s or above are required for:

a. Mixture profiles, and
b. Single-source profiles deduced from complex mixtures

Database review can be included as part of a full or limited-scope technical
review or it can be conducted as a stand-alone review in order to expedite profile
entry into a database.
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3. In most cases, database review of CODIS-eligible profiles is completed prior to

their entry into CODIS; however, profiles from suspect exemplar/pseudo-
exemplars may be entered into CODIS (LDIS) prior to a database or technical

review.

4, Database review of LINKAGE-eligible profiles may be completed before or after

their entry into LINKAGE.

5. At a minimum, a database review includes:

DNA Profile Evaluation Form” (as a able) and supporting

a. A review of the “DNA Profile Evaluation F§ r “Missing Persons

documentation to ensure that:

I. All required fields on the fo@e been completed
ii. The DNA profile(s) is agewat

iii. The specimen identifi %number IS correct
iv. The positive and n@i control results are acceptable

V. The DNA pro
database(s)

is eligible for entry into the applicable

b. Verification th&@files were correctly entered into LINKAGE (if

applicable)

6. The database, r

s documented with the reviewer’s initials and date on the

applicable@ ofile Evaluation Form and on the Scheduled Analysis form.

7. The Aﬁ&’database contains fields named “Database review” (in the Suspect
Log

and “CODIS review” (in the Case Logbook). These fields are not used

for oificial documentation of database reviews; however, dates entered into the
fields (e.g., Suspect log book—date profile entered into LDIS; Case log book—

date of database review)can be useful for casework metrics as a close
approximation of the date that the profile is entered into LDIS:
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8. Corrections to DNA Profile Evaluation Forms prior to entry into CODIS.

a. Corrections to database profiles are shown to the reporting analyst, who
initials and dates the changes prior to entry into LDIS.
b. If the profile is needed for immediate upload and the reporting analyst is

not available, the changes can be approved (initialed and dated) by a
manager or Criminalist IV. At a later time the profile changes are
reviewed by the reporting analyst (initialed and dated).

9. Corrections to DNA Profile Evaluation Forms after C%entry.
a. Corrections are made by the CODIS group. @

b. The CODIS group will involve the reportin st as necessary,
particularly if doing so provides training 0 the reporting analyst.

<
N
\
™

?S

Revision History:
February 9, 2010 — Initial version of procedure.

September 24, 2010: Clarify enhanced technical review requirements for mixtures; add Proficiency Tests to case types that
require enhanced technical review: exempt Suspect profiles from requirement for database review prior to entry into
LDIS; clarify that Access logbook fields pertaining to database review are useful for casework metrics, but are not
official documentation of database review; add procedures on modification of DNA Profile Evaluation forms to Section

E (Database Review).
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