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	1. Background
	1.1. To establish the practices for the format and content of Department of Forensic Sciences (DFS) Forensic Science Laborator

	2. Definitions
	2.1. For purposes of this document, the following terms shall have the designated meanings:

	3. Scope
	3.1. These practices apply to FSL employees who prepare casework documentation, laboratory files and Report of Examination / D

	4. Responsibilities
	4.1. An Analyst will:
	4.1.1. Ensure that original official and supporting documents are retained.
	4.1.2. Place all supporting documents in the appropriate individually numbered case file.
	4.1.3. Prepare a Report of Examination / Discontinuation of Analysis based on the examinations they performed.
	4.1.4. Ensure that the Report of Examination / Discontinuation of Analysis is properly formatted and contains the appropriate 
	4.1.5. Ensure that all requested examinations are properly addressed and documented in a Report of Examination / Discontinuati
	4.1.6. Ensure that the completed case file contains the Report of Examination / Discontinuation of Analysis and all supporting

	4.2. The Laboratory Manager or designee, will:
	4.2.1. Ensure that any case that has requested examinations on submitted evidence will have a corresponding Report of Examinat


	5. Practices
	5.1. Management and Content of Laboratory Files
	5.1.1. Each case will have an individually numbered file folder.  Laboratory files will be organized in a manner to:
	5.1.1.1. Ensure efficient, timely flow of evidence, casework, and reports.
	5.1.1.2. Facilitate inquiries and review of the work in progress by ensuring files on open cases are readily accessible and ac
	5.1.1.3. Provide management information on the status of current cases.

	5.1.2. Completed laboratory files are expected to contain the information which may be needed to write the Report of Examinati
	5.1.3. The laboratory file will contain the information received and generated in-house regarding the case.  This Administrati
	5.1.3.1. Chain of custody
	5.1.3.2. Activity/Communication Log
	5.1.3.3. Correspondence
	5.1.3.4. Background information (submission paperwork, police reports, laboratory reports, etc.)
	5.1.3.5. Schedule of Analysis
	5.1.3.6. FSL Administrative Review Checklist
	5.1.3.7. Administrative ‘Page 1’ and ‘Final’ page numbering forms

	5.1.4. The laboratory file will contain the information generated in the course of the analytical work on the case.  This Tech
	5.1.4.1. Formal written report (Report of Examination / Discontinuation of Analysis)
	5.1.4.2. Analyst’s notes / worksheets / instrument-generated paperwork (i.e., spectra, run sheets, graphs, charts)
	5.1.4.3. Diagrams
	5.1.4.4. Photos
	5.1.4.5. Data CDs
	5.1.4.6. Statistical calculations
	5.1.4.7. Database search/hit results
	5.1.4.8. FSL Technical Review Checklist
	5.1.4.9. Technical ‘Page 1’ and ‘Final’ page numbering forms

	5.1.5. The administrative (left) side of the case file will require the laboratory number and the casework examiner’s handwrit
	5.1.5.1. The bottom-most page will consist of the Administrative Case Documentation Page 1 (‘Page 1A’) form.
	5.1.5.2. The top-most page will consist of the Administrative Case Documentation Final Page form.
	5.1.5.3. The other pages between the bottom-most and top-most pages will be numbered sequentially along with the letter A (to 
	5.1.5.3.1. The total number of pages of administrative paperwork will be reflected by the entered number in the “Total # of pa
	5.1.5.4. Once the report has been through the review process / released, as new administrative paperwork is added to the file 
	5.1.5.4.1. The top-most page will be removed from the clip.
	5.1.5.4.2. The laboratory number and the handwritten initials of the individual adding the administrative pages to the left si
	5.1.5.4.3. The required information in the table on the Administrative Case Documentation Final Page form will be completed.
	5.1.5.4.3.1. The initials listed in the table will be the initials of the person adding the paperwork to the file.

	5.1.6. The technical (right) side of the case file will require the laboratory number, the casework examiner’s handwritten ini
	5.1.6.1. The bottom-most page will consist of the Technical Case Documentation Page 1 (‘Page 1’) form.
	5.1.6.2. The top-most page will consist of the Technical Case Documentation Final Page form.
	5.1.6.3. The other pages between the bottom-most and top-most pages will be numbered sequentially, starting from the bottom-mo
	5.1.6.3.1. The total number of pages of technical paperwork will be reflected by the entered number in the “Total # of Pages: 
	5.1.6.4. Once the report has been through the review process / released, on the rare occasion that new technical paperwork nee


	5.2. Note Taking
	5.2.1. The functions of note taking are to:
	5.2.1.1. Support the conclusions in the laboratory report.
	5.2.1.2. Permit internal review of the work product.
	5.2.1.3. Allow re-evaluation of the data by outside scientific observers.
	5.2.1.4. Provide a foundation for the introduction of the work product into court.

	5.2.2. Notes must be sufficiently detailed to support the conclusions in the report and to allow duplication of the work at an
	5.2.3. For casework:
	5.2.3.1. Analytical notes should be recorded on appropriate case note forms, worksheets, or checklists.
	5.2.3.2. Each page will be numbered, dated, marked with the laboratory case number, and initialed by the analyst.
	5.2.3.3. Handwritten notes should be made in ink. Exceptions will be made when environmental conditions, such as extreme cold 
	5.2.3.4. Computer generated notes are acceptable, and will be retained within the file system of the secure computer network.
	5.2.3.5. Corrections will be made by lining through with a single line so the original text is still visible and initialing an
	5.2.3.5.1. Write-overs will be corrected in the same manner as corrected text (i.e., lined through with a single line so the o
	5.2.3.6. Corrections to electronic data will require that the original copy be archived with the archive date added to the fil

	5.2.4. Notes on the initial examination of evidence items should describe the:
	5.2.4.1. Container / packaging
	5.2.4.2. The seal on the container / packaging (e.g., red evidence tape, dated and initialed (d + i) across tape)
	5.2.4.3. The item itself (e.g., one (1) latent lift card, one (1) cartridge, or one (1) pair of pants), including details such
	5.2.4.4. Item’s condition, as appropriate
	5.2.4.5. Presence of stains, areas of apparent interest, or other unusual features, as appropriate

	5.2.5. Identifying marks observed on or added to the items should be documented.  The item as a whole or areas in question sho
	5.2.6. When conducting the verification, qualified individuals are to make an independent, objective assessment of the data, w
	5.2.7. Any deviations from, additions to, or exclusions from the examination methods utilized, as stated in the standard opera
	5.2.8. When examination documentation is prepared by an individual(s) other than the person who interprets the findings, prepa

	5.3. Report Writing
	5.3.1. The function of the laboratory report is to communicate the analytical results, conclusions, and interpretations of the
	5.3.2. The interpretation of results in casework is necessarily a matter of professional judgment and expertise.  Not every si
	5.3.3. The purpose of these guidelines is to establish a general framework, outlining minimum standards, to ensure that:
	5.3.3.1. Conclusions in casework reports are scientifically supported by the analytical data, including that from appropriate 
	5.3.3.2. Interpretations are made as objectively as possible, consistently from analyst to analyst and within previously agree


	5.4. Each Report of Examination / Discontinuation of Analysis will be on DFS letterhead and contain the same general framework
	5.4.1. Title (i.e., Report of Examination / Discontinuation of Analysis)
	5.4.2. Subtitle (e.g., Latent Fingerprint Unit, Firearms Examination Unit, or Digital Evidence Unit)
	5.4.3. The standard case information block that contains fields for: submitting agency numbers and other identifiers, the labo
	5.4.4. Page X of Y on all pages of the report
	5.4.5. The laboratory number (at a minimum) and report date on all pages of the report, requiring addition of this information
	5.4.6. Item(s) Submitted
	5.4.6.1. This section will include a complete listing of all evidence on the Schedule of Analysis, whether examined by the ana

	5.4.7. Requested Analysis (optional)
	5.4.7.1. This section contains a listing of the items to be tested and what examinations have been requested for each item.  T

	5.4.8. Results and Conclusions (these sections can be listed separately if desired)
	5.4.8.1. This section contains examination methods, results, opinions, interpretations and/or conclusions, along with the corr
	5.4.8.2. The examination methods and/or tests performed on the items will be indicated in the report, as needed. Additional in
	5.4.8.3. When associations are made, their significance will be communicated within the report (e.g., DNA statistics).
	5.4.8.4. If no definitive conclusions can be reached this will be documented in the report and the reasons given, as appropria
	5.4.8.5. Where applicable, a statement of the estimated uncertainty of measurement is added to the report when it is relevant 
	5.4.8.6. The wording used to convey the results of examinations should, where applicable, conform to the FSL and/or Unit polic
	5.4.8.7. Any items that were not examined will be so indicated in the report.

	5.4.9. Disposition of Evidence
	5.4.9.1. This section will address the final location of each piece of evidence submitted in the case.  It will include chain 

	5.4.10. Name and job title of person issuing the report.
	5.4.11. Signature of person issuing the report.

	5.5. Amended Reports
	5.5.1. Once a Report of Examination / Discontinuation of Analysis has been issued, the laboratory will not issue a completely 
	5.5.1.1. The word “Amended” is added to the title of the report.
	5.5.1.2. Following the report title and subtitle there will be a brief statement as to the reason the amended report is being 
	5.5.1.3. The body of the Amended Report of Examination / Discontinuation of Analysis will be the same as the original Report o
	5.5.1.4. The Amended Report of Examination / Discontinuation of Analysis will be reviewed following the LOM03 – Practices for 


	5.6. Case File Security
	5.6.1. FSL case files are records that are not open for public inspection.
	5.6.2. Other than members of this department with administrative responsibility or investigative responsibility, only the foll
	5.6.2.1. Prosecuting / defense attorneys and their staff as relevant and applicable to the prosecution / defense of the case
	5.6.2.2. Office of the Corporation Counsel when defending the District of Columbia Government in civil litigation
	5.6.2.3. DFS General Counsel in connection with their duties
	5.6.2.4. Defense Attorneys as ordered by the various courts pursuant to court orders, discovery hearings or with the permissio
	5.6.2.5. Police officers of an authentic police department having investigative authority

	5.6.3. The case file, containing original documentation such as reports, notes, diagrams, photos, and CDs, will not be removed
	5.6.4. Whenever copies of case materials (e.g. reports, notes, photographs, CD’s, etc.) are released to authorized personnel, 
	5.6.5. Requests for discovery materials must go through the unit Quality Assurance Liaison and/or Laboratory Manager, the DFS 
	5.6.6. The physical case files are stored in the designated file cabinet.

	5.7. Release of Case Information
	5.7.1. All information in the laboratory is to be treated as confidential.  Any and all case information or results are only t

	5.8. No material from laboratory cases or from case files is to be removed from the FSL, except for authorized official labora

	6. Documentation
	6.1. The following will be generated and/or retained in the FSL file as a result of these practices:
	6.1.1. Chain-of-Custody Log
	6.1.2. Activity/Communication Log
	6.1.3. Correspondence
	6.1.4. Background information (submitting agency reports, laboratory reports, etc.)
	6.1.5. Schedule of Analysis
	6.1.6. FSL Administrative and Technical Review Checklists
	6.1.7. Administrative and Technical page numbering forms
	6.1.8. Analyst’s notes / worksheet / instrument generated paperwork
	6.1.9. Diagrams
	6.1.10. Photos
	6.1.11. Data CDs
	6.1.12. Statistical calculations
	6.1.13. Database search / hit results
	6.1.14. Formal written report (Report of Examination / Discontinuation of Analysis)
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