Forensic Biology Section 		Version 1
CODIS Standardization Form	                                                                  Effective Date: 3/4/2024

Match Evaluation
1. Analyst Workbench Match Evaluation 

a) Mark new matches as pending
b) Print Match Inventory Sheet to .pdf, titled by date
c) Export Match Inventory Sheet as an Excel spreadsheet – click raw data mode
d) Print MDRs after Inventory Sheet
e) Look for repeating samples
f) Review matches
· In-state case-to-case
· Offender/Arrestee (in-state then out-of-state)
· Out-of-state case-to-case
g) Verify Source ID and no previous matches
h) Determine disposition: see flow charts as guide for dispositioning 


	
i) No Matches
· Add initials, date, and note reason for No Match (i.e., discordant loci, STRmixDB/LR search, best fit to a different contributor, etc.) to the hit spreadsheet

2. Offender/Arrestee Hit Evaluation/FA Case Records/SpecMan Records

a) Verify allele calls, category, specimen ID, and source ID
b) Add case info to MDR 


· Add the following information to the MDR
· [bookmark: _Hlk156573618]Hit Type, Evaluator Initials, Date Match evaluated
· Agency (full name -see SpecMan Active Agencies list)
· Offense (no abbreviations – see SpecMan Active Offenses)
· Agency case number
· Analyst of Record (First and Last name)
· Offense Date (use number format, i.e., “01/01/2024”)
c) Request confirmation
· In-State
· Extract MDR page and save to Pending FA Records folder
· File name is entire Match ID
· Out-of-State
· Fill out OH-AH Match Request form and email to appropriate agency
· Add “Hit Confirmation Request: Full Match ID#” to the subject line
· Email main email address listed for the State/Federal agency and cc the alternates listed (if applicable)
d) Create FA Submission

               
e) FA Case Records
· Exam Type: DNA CODIS Hit v1
· Origin: Examiner (if applicable)
· Sequence Codes:		
· 40: ISAK/Inv
· 50: Casework 
· 55: MOU Outsourcing
· 56: Sorenson
· 57: Bode
· 58: Outsourcing Part II
· Priority Codes:		
· 50: Casework Hit
· 150: Outsourcing/ISAK - OH/AH
· Note: type of hit (OH/AH) CODIS/case analyst initials (i.e., OH CODIS/ABC)
· Out-of-State hits: add last 6 numbers of Match ID after analyst’s initials
· Comment: Match ID - confirmation requested Date Name (i.e., NA0000123456 confirmation requested 01/05/2024 Amanda Overman)
· OR: add and approve
· CV of match evaluator
· MDR with file name as full Match ID
· Out-of-State: OH-AH Match Request Form
f) SpecMan Records
· In-State
· Made by DB analyst
· Out-of-State
· Create SpecMan Record
· [bookmark: _Hlk157417079]Fill out all fields as appropriate 
· Level/ORI/Date of Hit/Match ID from MDR
· Specimen: N/A (NC CO/AR only)
· Target Specimen ID: Specimen ID for NC case
· Unknown Specimen: check box
· Specimen #2: Specimen ID for out of state CO/AR
· Specimen Reason/Case Number/Type of Hit/In-State CODIS Hit/Evidence Agency/County/Date of Crime
· Crime Category
· Save record
· Use agency tab > crime types tab > add existing crime type to populate
· Save on this page
· Analyst
· Assigned To: Analyst who requested confirmation
· Hit Status: “Hit Confirmation Pending”
· Additional Info
· Agency Case Number
· Date of Upload to CODIS: use exam completed date
· Investigations Aided
· Grant Funded hit
· CEBR: all cases worked in house
· SAECK: outsourced SAKs and ISAK cases worked in house
g) When information is received for Out-of-State CO/AR:
· Add OH-AH Match Response form to OR (if applicable)
· Update Hit Status in SpecMan (if applicable) to CODIS Hit Confirmed 
· Add name received to Donor’s Full Name field
· In FA, assign a two week due date for the CHN case record

3. Forensic/Suspect/Investigative Information Hit Evaluation/FA Case Records/SpecMan Records (Hits within the same ORI)

a) Add case info for both cases to Match Detail Report 


b) Add the following information to the MDR (Target case information first, then Candidate case information second)
· Hit Type, Evaluator Initials, Date Match evaluated
· Agency (full name -see SpecMan Active Agencies list))
· Name (Investigating Officer from report)
· Investigating Officer Phone
· Investigating Officer Email
· Agency Case #
· Offense (no abbreviations – see SpecMan Active Offenses)
· Offense Date (use number format, i.e., “01/01/2024”)
· Lab Case #
· Analyst of Record (First and Last name)
c) Print2pdf or extract MDR page
· File name is entire Match ID
d) Create FA Submission

 
e) FA Case Records
· Exam Type: DNA CODIS Hit v1
· Origin: Examiner (if applicable)
· Sequence Codes:		
· 40: ISAK/Inv
· 50: Casework 
· 55: MOU Outsourcing
· 56: Sorenson
· 57: Bode
· 58: Outsourcing Part II
· Priority Codes:		
· 50: Casework Hit
· 151: Outsourcing/ISAK – FH/SH
· 152: Outsourcing/ISAK – II
· Note: type of hit (FH/SH/II) CODIS/case analyst initials (i.e., “FH CODIS/ABC”)
· Comment: Match ID - information exchanged Date Name (i.e., NA0000123456 information exchanged 01/05/2024 Amanda Overman)
· OR: add and approve
· CV of match evaluator
· MDR with file name as full Match ID
f) SpecMan Record for the most recent case (Forensic/Suspect Hits only)
· Fill out all fields as appropriate 
· Level/ORI/Date of Hit/Match ID from MDR
· Specimen: N/A (NC CO/AR only)
· Target Specimen ID
· Specimen ID for newer NC case
· Or specimen with SAECK designation 
· If both have SAECK – the newest SAECK case
· Unknown Specimen: check box
· Specimen #2: Specimen ID for the other sample associated with match
· Specimen Reason/Case Number/Type of Hit/In-State CODIS Hit/Evidence Agency/County/Date of Crime
· Crime Category
· Save record
· Use agency tab > crime types tab > add existing crime type to populate
· Save on this page
· Analyst of Record (First and Last name)
· Assigned To: Analyst who completed SpecMan record
· Hit Status: Pending Assignment > Hit Confirmation Pending 
· Additional Info
· Agency Case Number
· Date of Upload to CODIS: use exam completed date
· Investigations Aided
· Grant Funded hit
· CEBR: all cases worked in house
· SAECK: outsourced SAKs and ISAK cases worked in house
g) Create Stats Record (case with the Source ID of No) for Suspect Hits (and other applicable hit types)
· Exam Type: DNA v1 or Outsourcing v1 depending on original case type
· Sequence Codes
· 50: Casework
· 55: MOU Outsourcing
· 56: Sorenson
· 57: Bode
· 58: Outsourcing Part II
· Priority Code: 60
· Note: Stats Only – analyst initials
· OR
· Alelle Call Table of standard 
· Redact any other knowns not associated with match
· MDR with file name as full Match ID
· CV from match evaluator
· Assign evidence associated with CODIS hit to case record
· Assign to Analyst of record when CODIS Hit Notification is released
h) Relate cases in FA
i) When all information is exchanged:
· Update Hit Status in SpecMan (if applicable) to CODIS Hit Confirmed 
· In FA, assign a two week due date for the CHN case record

4. Forensic/Investigative Information Hit Evaluation/FA Case Records/SpecMan Records (Hits to an outside ORI)

a) Add case info to Match Detail Report 


b) Add the following information to the MDR
· Hit Type, Evaluator Initials, Date Match evaluated
· Agency (full name -see SpecMan Active Agencies list)
· Name (Investigating Officer from report)
· Investigating Officer Phone
· Investigating Officer Email
· Agency Case #
· Offense (no abbreviations– see SpecMan Active Offenses)
· Offense Date (use number format, i.e., “01/01/2024”)
· Lab Case #
· Analyst of Record (First and Last name)
c) Fill out CW Match Request Form and email to appropriate agency 
· Add “Case Information Request: Full Match ID#” to the subject line
· Email main email address listed for the State/Federal agency and cc the alternates listed (if applicable)
d) Create FA Submission


e) FA Case Record
· Exam Type: DNA CODIS Hit v1
· Origin: Examiner (if applicable)
· Sequence Codes:		
· 40: ISAK/Inv
· 50: Casework
· 55: MOU Outsourcing
· 56: Sorenson
· 57: Bode
· 58: Outsourcing Part II
· Priority Codes:		
· 50: Casework
· 151: Outsourcing/ISAK – FH/SH
· 152: Outsourcing/ISAK – II
· Note: type of hit (FH/II) CODIS/case analyst initials (i.e., “FH CODIS/ABC”)
· Out-of-State hits: add last 6 numbers of Match ID after analyst’s initials
· Comment: Match ID - information requested Date Name (i.e., NA0000123456 information requested 01/05/2024 Amanda Overman)
· OR: add and approve
· CV of match evaluator
· MDR with file name as full Match ID
· CW Match Request Form (form sent to the other agency)
f) SpecMan Record Forensic Hits only
· Fill out all fields as appropriate 
· Level/ORI/Date of Hit/Match ID from MDR
· Specimen: N/A (NC CO/AR only)
· Target Specimen ID: Specimen ID NC case
· Unknown Specimen: check box
· Specimen #2: Specimen ID for the other lab’s sample associated with match
· Specimen Reason/Case Number/Type of Hit/In-State CODIS Hit/Evidence Agency/County/Date of Crime
· Crime Category
· Save record
· Use agency tab > crime types tab > add existing crime type to populate
· Save on this page
· Analyst
· Assigned To: Analyst who completed SpecMan record
· Hit Status: Pending Assignment > Hit Confirmation Pending 
· Additional Info
· Agency Case Number
· Date of Upload to CODIS: use exam completed date
· Investigations Aided
· Grant Funded hit
· CEBR: all cases worked in house
· SAECK: outsourced SAKs and ISAK cases worked in house
g) When all information is exchanged:
· Add CW Match Response Form (form received from the outside ORI) to OR and approve
· Update Hit Status in SpecMan (if applicable) to CODIS Hit Confirmed 
· In FA, assign a two week due date for the CHN case record

5. Conviction Matches

a) In-State: add name to Hit Spreadsheet with date and initials. DB will verify CO/AR information and add their date and initials
b) Out-of-State: 
· Email appropriate agency to verify name 
· Add “Possible Conviction Match: Full Match ID#” to the subject line
· Email main email address listed for the State/Federal agency and cc the alternates listed (if applicable)
· Add initials and date email sent to Hit Spreadsheet
· When response received, add initials and that date to “Confirm” section in Hit Spreadsheet

6. Additional Information

a) Multiple matches being reported 
· Create multiple case records when a sample is involved in different matches 
· Don’t combine OH/AH confirmations (even in-state)
· FH and II can be combined if all case information is available
b) If multiple request forms are in an OR together, differentiate by full Match ID (i.e., CW Match Request NA0000123456)
c) Write Up hit notification in Match ID order


Assigning CODIS Hit Notification Records

1. Monitor SpecMan queue for OH/AH Records

a) In SpecMan, pull up CODIS Hit Confirmed – Lab advanced find view
· Update the SpecMan record
· Hit Status: CODIS Hit Confirmed > Pending Notification to Submitting Agency
· Assigned To: analyst who will complete CODIS Hit Notification
· Additional Info
· Agency Case Number
· Date of Upload to CODIS: use exam completed date
· Investigations Aided
· Grant Funded hit
· CEBR: all cases worked in house
· SAECK: outsourced SAKs and ISAK cases worked in house
b) Assign a two week due date for the CHN case record in FA
c) Transfer CHN record to the analyst who will complete the CODIS Hit Notification

2. Monitor FA DNA CODIS Hit queue for FH/SH/II Records

a) Look for assigned due dates with no analyst
· Transfer II CHN records to the analyst who will complete the CODIS Hit Notification
b) In SpecMan, pull up CODIS Hit Confirmed – Lab advanced find view
· Update the SpecMan record for Forensic/Suspect Hits
· Hit Status: CODIS Hit Confirmed > Pending Notification to Submitting Agency
· Assigned To: analyst who will complete CODIS Hit Notification
c) Transfer CHN record to the analyst who will complete the CODIS Hit Notification


CODIS Hit Notification Reports 
1. Offender/Arrestee CODIS Hit Notification Reports

a) Open original case record lab report for original evidence description 
b) Open Original MDR, Updated MDR, and DB CODIS Letter
· Compare profiles between Original MDR and Updated MDR
· Check letter for fingerprint comparison statement and any notes
· Look up the note in DNA Database SIA Disclaimers Template (on the J: drive) for directions on how to proceed with the notification
c) FA worksheet
· Assign only the item number associated with the CODIS hit
· Add appropriate Report Writing statement to Results of Examination
· Keep the same format and spacing (separate paragraphs) as it is written in the Procedure for CODIS Reports
· Capitalize the first letter in each word “North Carolina State DNA Database (SDIS)” and “North Carolina Local DNA Database (LDIS)”, and FBI’s National DNA Index System (NDIS)
· Modify the level of CODIS and high or moderate stringency
· Copy evidence description from the original report
· For mixtures: “…contributor _ of the DNA mixture obtained from __ (Item )…”
· If there is identifying information that is not provided (i.e., DOB or SSN), remove the category from the report
· Keep the information order the same as in the SOP - do not add additional information that may be included from the responding agency
· Name:
· DOB:
· SSN:
· SID:
· FBI:
· Write any additional names listed as alias, next to the offender’s name given in the first line (i.e., Name: Michael Jones, alias Michael E. Jones, Mike Jones)
· Notes
· Add applicable notes from SIA Disclaimers Template under offender personal information
· If the note states that the hit cannot be used for probable cause, modify the report by removing “…and may support probable cause to obtain a DNA standard from the above individual”
· For out-of-state hits:
· Add the State the CODIS Hit is from in the last sentence of the first paragraph
· Federal for any Federal agencies (FBI, military, etc.)
· Write the state the hit is from in parentheses next to the SID number. (i.e., SID: 123456 (New York))
· The SID number for Florida is the FDLE number
· Do not list any additional identifying information given by another state. It is in the OR if that information is needed
· Add applicable notes under offender personal information
· Final paragraph: add analyst's name from original report and CODIS Admin phone #
· If the Analyst no longer works for the lab, remove “(name of Forensic Scientist) or”
d) In-state CO/AH OR
· CV of analyst writing CHN
· AG Notification Letter	
· DB files should be:	
· CV of DB analyst
· CODIS Letter
· Updated MDR
· Match evaluator CV and original MDR should already be added and approved
e) Out-of-state CO/AH OR
· CV	of analyst writing CHN
· CV of match evaluator
· AG Notification Letter
· MDR - named as Match ID
· OH/AH Match Request – form sent by our lab
· OH/AH Match Response – form received from outside ORI
f) Report Writing
· Open Case Details
· Open submissions tab
· Open the submission that has the agency’s name and says it is “In Progress”
· Open the Officers tab
· Make sure the correct District Attorney is also listed under the cc section
· If the case is an SBI case make sure the SBI SAC, SBI records, and case agent (if known) are also included
· Make sure the correct Investigating Officer is listed
· This should match the name on the AG letter and the original report by the analyst
· If that person, no longer works for the agency, call and find out who the current investigating officer is for the case
· Document this change in the communication log
· Save and close and back out of Case Details
· Open the case record you are working on, open Lab Report tab, and write the report
· Double check that the names of victim(s), suspect(s), Investigating Officer, District Attorney, Chief of Police/Sheriff, and department address are all correct before you generate the report.
· Add Sheriff and Chief of Police to the cc section of the pop-up
· Double check the victim and suspects match the original report 
· Do not modify previously listed suspects or add CO/AR as new offender
g) Assign the case for Combined Review to the CODIS group

2. Case-to-Case CODIS Hit Notification Reports (Forensic/Suspect/Investigative Information Hits)

a) Open original case record lab report for original evidence description
b) Open MDR and CW Response Form (if applicable)
· Compare profiles between cases
c) FA worksheet
· Assign only the item number associated with the CODIS hit
· Add appropriate Report Writing statement to Results of Examination
· Keep the same format and spacing (separate paragraphs) as it is written in the Procedure for CODIS Reports
· Capitalize the first letter in each word “North Carolina State DNA Database (SDIS)” and “North Carolina Local DNA Database (LDIS)”, and FBI’s National DNA Index System (NDIS)
· Modify the level of CODIS and high or moderate stringency
· Copy evidence description from the original report
· For mixtures: “…contributor _ of the DNA mixture obtained from __ (Item )…”
· Copy the entire Specimen ID that the CODIS sample hit to
· Keep the information order the same as in the SOP - do not add additional information that may be included from the responding agency
· Agency:
· Name:
· Telephone:
· Email:
· Case#: (agency case number)
· Final paragraph: add analyst's name from original report and CODIS Admin phone #
· If the Analyst no longer works for the lab, remove “(name of Forensic Scientist) or” 
d) Hits within the same ORI OR: add and approve
· CV of analyst writing CHN
· AG Notification Letter	
· Match evaluator CV and original MDR should already be added and approved
e) Hits to an outside ORI OR: add and approve
· CV	of analyst writing CHN
· AG Notification Letter
· CW Match Response 
· Match evaluator CV, original MDR, and CW Match Request should already be added and approved
f) Report Writing
· Open Case Details
· Open submissions tab
· Open the submission that has the agency’s name and says it is “In Progress”
· Open the Officers tab
· Make sure the correct District Attorney is also listed under the cc section
· If the case is an SBI case make sure the SBI SAC, SBI records, and case agent (if known) are also included
· Make sure the correct Investigating Officer is listed
· This should match the name on the AG letter and the original report by the analyst
· If that person, no longer works for the agency, call and find out who the current investigating officer is for the case
· Document this change in the communication log
· Save and close and back out of Case Details
· Open the case record you are working on, open Lab Report tab, and write the report
· Double check that the names of victim(s), suspect(s), Investigating Officer, District Attorney, Chief of Police/Sheriff, and department address are all correct before you generate the report.
· Add Sheriff and Chief of Police to the cc section of the pop-up
· Double check the victim and suspects match the original report 
· Do not modify previously listed suspects or add CO/AR as new offender
g) Assign the case for Combined Review to the CODIS group

Actions After CODIS Hit Notification Review is Complete

1. Release FA Record
a) Add “Initial Publication – CODIS Hit Notification” to the comment box
b) Assign any Priority 60 Stats only records to the case analyst for Suspect Hits
· If the original analyst no longer works for the lab, assign to any other current analyst(s) with case records, CODIS team member, or reviewer

2. Update SpecMan Record
a) OH/AH Hits
· Update Hit Status: Pending Receipt of Standard (most remain in this status)
· Standard submitted 
· Hit Status: Standard Received 
· Add date received in Additional information section and Save
· Hit Status: Completed and Save
· No standard will be received per information provided by the agency
· Hit Status: Completed – No Standard Received
· CODIS Hit Follow-up section – complete information and include reason why a standard will not be submitted
b) Forensic Hits
· Hit Status: Completed 
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