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Purpose: Evidence Procedures

Responsibility: Forensic Science Examiners assigned to Unit or performing casework in Unit

Procedure:

Taking Custody of Evidence

1.

When evidence is submitted to the Laboratory for Questioned Documentsianalysis, a request is
placed in the Justice Trax Laboratory Information Management System (LIMS) and the examiners
in the Unit are notified of the case needing analysis.

The evidence is transferred into the examiners possession‘and if the examiner is not beginning
casework at that time, the evidence will be placeddnto a secure storage location.

Take custody of evidence and obtain copies of “Evidence Receipt” and “Request For Analysis”
forms.

When beginning casework, review “Request Eor Analysis” form and/or any other form of request
such as a letter of request.

1)  Verify that the agency casé number, item/submission number, and description of items
listed on both the forms/for examination'by Questioned Document Section, are present and
accounted for.

2)  Determine whatdtype(s) of Doeument examination(s) are requested which may require
special handling of evidence.

3)  Determine if evidence is to be reviewed or examined by other Units of the Laboratory.

4)  Determinetif,case orevidence should be reviewed and/or examined by another Unit prior to
being examined bysthe Questioned Document (QD) Unit. If examination is needed by
another Unit prior to examination in QD, the Case Management Unit will be notified.

Beqginning of Analysis

1.

When opening the evidence, an inventory of the evidence contained in the packages is compared
to the Request for Analysis form and Evidence Receipt. If a problem exists with evidence (i.e. all
evidence listed as being submitted to Laboratory is not accounted for), the Case Management Unit
will be notified to contact the submitting agency.

Open each container and/or package containing evidence and take physical inventory of evidence
contained therein.

1)  Write initials and date on evidence barcode sticker on package.

2)  Verify that evidence and barcode information correspond.
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3)  If evidence needs to be subsequently processed by another Unit of the Laboratory (i.e.

Latent Prints), ensure proper procedures are followed so as not to destroy or contaminate
evidence.

4)  After opening a container or package, appropriately identify and initial each piece of

evidence received. If evidence is to be processed by another Unit (i.e. Latent Prints or DNA)
this step may be skipped in order to avoid contamination or obstruction of potential
evidence on the item.

Documentation of Evidence

1.

Information describing the actual contents of the evidence container and/ona description [of the
evidence] appearing on the evidence labels, stickers or markings on the evidence container will be
recorded on the Questioned Document Worksheet (QR-DOC-2):

Photocopies of all evidence will be made (when practical) and placed in case file.

Digital photographs and/or scans of evidence will betaken as deemed necessary and appropriate
by the examiner. Copies of all photographs and/oriscans will'be maintained in appropriate case
file.

All instrumental analysis shall be recarded on‘Documents worksheets (QR-DOC-2).

Use of JusticeTrax (LIMS)

1.

JusticeTrax will be utilized in the event of sub-itemization of evidence.

1)  If more than onéitem'is present'in a Submission, the items may be sub-itemized in
JusticeTrax. For Submission 001, this would be represented as 001-1, 001-2, etc.

2)  For items that arecreated, such as Electrostatic Detection Apparatus (ESDA) lifts or items
that are remoyved from,the original evidence container, they may be sub-itemized as D1, D2,
etc. For Submission 001, this would be represented as 001-D1, 001-D2, etc.

JusticeTrax will also be utilized to document the chain of custody of the evidence, to assign cases
to an examiner and to document the technical and administrative reviews.

Securing and Control of Evidence

1.
2.

All evidence will be secured in approved Questioned Document storage area or container.

At no time will any evidence submitted for examination be left unsecured and/or unattended
outside of Questioned Document Unit.
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