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1. Introduction

1.1 Background

Alaska Statute (AS) 44.41.035 first went into effect on January 1, 1996; authorizing the
Alaska Department of Public Safety (DPS) to collect a DNA-containing sample (e.g.,
blood sample, buccal swab, or both), from persons convicted of a crime against a
person, for inclusion in a DNA Identification Registration System. The Al Scientific
Crime Detection Laboratory is the entity responsible for maintaining thi%e.

11.41 (except AS 11.41.320) or AS 11.46.400. In the following degadeythe law was
iCwgder AS 11 or AS
. In July 2007,

ing offenses. AS
inclusion in the

The database was originally restricted to felony offenses or felon p under AS

expanded to include misdemeanor crimes against a person,
28.35, equivalent municipal convictions and registered sex §fTenfle
HB9O0 further amended this law to include adults arrestgei{oryu
44.41.035(b) identifies the offenses that qualify an in i%
database.

As outlined in AS 44.41.035(f), the DNA Identific%egistration System is
confidential and may only be used for proysg DNA"Tdentification for law enforcement
purposes and for statistical blind analyse ing unauthorized access to the
database samples or data derived frg# th Bimples is a class C felony.

Offenders whose DNA profile is p database are entitled to a copy of their DNA
profile. When the laboratory l\vey suCh a request, a CODIS Administrator or
tor
x

designee will provide the | gal assistant with a table of the offender's DNA
profile. The legal assistant reply to the offender (or the offender’s legal
representative), releasi e ofile to him/her. A record of this communication will be

retained electronicgfly, in Laboratory Information Management System (LIMS). The
Specimen Detall ort fom CODIS will not be released to the offender. When access
to the datab itted by statute, is requested, a CODIS Administrator will
promptly no oratory legal assistant and the NDIS custodian.

may request to use an offender sample as a known reference sample
in a speciff§ case or set of cases. The laboratory will inform the agency that database
samples collected in accordance with AS44.41.035 are intended to provide investigative
leads in unsolved cases, not for use as known reference samples. It will be
recommended that the agency attempt to obtain a legal sample for use in forensic
casework. If this is not possible, and a forensic question sample(s) in the case is eligible
for CODIS entry, it will be entered into the database and searched against offenders in
the database. Matches will be reported as in Section 3.6.
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1.2 The Process of DNA Registration

Offender (qualifying convicted offender / qualifying arrestee) DNA samples are collected
by correctional centers and law enforcement agencies in Alaska and submitted to the
laboratory for inclusion in the DNA Identification Registration System. Thumbprints
from the offender are collected simultaneously and submitted along with the DNA
sample. The department provides agencies with DNA Database Collection Kits to
facilitate the process of DNA and thumbprint collection. Each kit include NA
collection card, where the offender’s personal information and thumbp in%
recorded, and sterile swabs for collecting the DNA sample. Instructior& ple
collection and submission are included with each DNA Databaseti Kit. The

laboratory has also created a video for training law enforceme ollection
process.

The offender DNA samples and accompanying thumbpg & eived by the
laboratory via U.S. mail or hand delivery. DNA colle % e typically received in
e

the evidence section, and opened and inspected e integrity of the contents.

Samples with questionable integrity are brought ention of a CODIS
Administrator and may still be suitable for analysiS® ODIS administrator will
determine the course of action for sample uestionable integrity.

The DNA ldentification Registration
received by the laboratory are log

anaged in the LIMS. Offender samples
LIMS and assigned unique numeric
ess is contained in the Forensic Science
he LIMS is used to track whether or not an
ion has been verified, if the identity of the
thumbprints, and if the sample has been assigned
OM®S. The LIMS is also used to track duplicate samples
ociated with a particular sample.

Support / Evidence Control
individual’'s qualifying arre

for analysis and entry.i
and any CODIS mgflches

Once the sargf d into the LIMS, the portion of the DNA collection card
containing tyg/M™™eer's thumbprints is separated from the DNA sample. Both portions
are barc ed with the unique identifier and stored at the laboratory pending

analysis, efinitely thereafter (exceptions described in Section 3.2). The portion of
the card cdgtaining the thumbprints may be temporarily transferred to DPS Records
and ldentification (R&lI) for verification of the offender’s identity. Verification is indicated
by the date and initials, on the card, of the person performing the identification.
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1.3 The Combined DNA Index System (CODIS)

CODIS is a computer database designed to house DNA profiles from convicted
offenders, juveniles adjudicated as delinquents, arrestees, unidentified human remains,
voluntary donors and forensic samples, in various searchable indices. The purpose of
CODIS is to create a national information repository where CODIS sponsored
laboratories can share DNA information. The comparison of DNA profiles een
different laboratories has the potential for generating investigative leads %ing
DNA matches between cases previously thought to be unrelated, and J&jde
putative perpetrators in unknown suspect cases.

As previously described, Alaska Statute 44.41.035 authorize a Department of
Public Safety to establish a DNA Identification Registration'QYys ontaining DNA
samples from qualifying arrestees, convicted offenders rtayf other individuals.
DNA samples from qualifying individuals are analyzeg - . The resulting genetic
profiles are technically reviewed and entered into COINS.

The CODIS database is comprised of indices at istinct levels: Local, State, and
National. The State DNA Index System (Sjg#& for Aldska is located at the laboratory.
The profiles from samples in the various @ are searched against each other at the

state level.
The State of Alaska does not havejo IS) laboratories. In states with LDIS
laboratories, profiles are first chgd at the local level and then uploaded to the state

(SDIS) laboratories, wheregh®y ar arched against all eligible profiles within that
state.
X

The National DNA tem (NDIS) is a centralized index of DNA profiles
maintained by the §ederd Bureau of Investigation (FBI). Eligible DNA profiles from

offenders (in g iles and arrestees) and forensic samples believed to be
associated ive perpetrators” are contributed to NDIS by the state laboratory.
The profgeg frong forensic samples are searched at this level against the Offender Index
and agai forensic profiles in the Forensic Index. A set of 13 core STR loci for
use in NDI§ was established by the FBI-sponsored Short Tandem Repeat
Standardizdtion Project. Participants in the project were from 21 public laboratories
throughout the U.S. and Canada. In November 1997, the participants of the project
agreed that the set of core loci required for NDIS participation were to be as follows:

D3S1358, FGA, VWA, D8S1179, D21S11, D18S51, D5S818, D13S317, D7S820,
D16S539, CSF1PO, THO1 and TPOX.

As described in the NDIS Procedures Manual and the NDIS Standards for Acceptance

of DNA Data, CODIS users who generate data for inclusion in the database are

required to complete an annual review of the specimen categories accepted at NDIS,
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and additional rules governing the upload of data. The annual review and test are
completed on the CJIS-WAN (Criminal Justice Information Services Wide Area
Network; i.e. the NDIS network). Upon successfully completing the test, the user is able
to print out a certificate that will be retained in the individual’s training record in the
LIMS. Completion of the review and test are monitored electronically by NDIS and
individuals not successfully completing the test by the deadline will be temporarily

unable to contribute data to NDIS.
The CODIS software is provided to the laboratory by the FBI. Upgrad fb

modifications to the software are periodically provided to the laborgigry b\\ghe FBI
through an FBI contractor. CODIS is a dynamic system, and thergforeqndergoes both
major and minor software upgrades, which may cause the a ONgLtion of the
software to vary slightly from what is described in this docu J Pgriodic updates to
this manual will be made to accommodate these chan

The policies, procedures and work instructions outliney inghy manual are meant to
supplement the NDIS Procedures and applicablg @ and state laws. The use of the
CODIS system in Alaska is in accordance with th&w##o¥t Current versions of this manual
and the NDIS Operating Procedures, fede d st laws, and the policies and
procedures of the FBI and their contracte PRrtions of this manual are taken from
these materials. In accordance with tg# COQ icense Agreement between the

department and the FBI, the laborafyg ly prohibited from copying or distributing
the CODIS software and associat material to individuals or organizations
outside of the department withggt agpro¥al from the FBI.

N
&
v
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2. The CODIS State Administrator

2.1  Duties and Responsibilities

The CODIS State Administrator serves as the manager in charge of the DNA
Identification Registration System and CODIS, at the Alaska Scientific Crime Detection
Laboratory. At the laboratory, one on-site individual serves as the administrator for both
casework and database operations. The State Administrator is the centr int of
contact for CODIS operations in the laboratory and serves as the gate eae% DNA
data entered into CODIS. The laboratory shall not upload data to NDIN

administrator position is vacant.

The State CODIS Administrator is responsible for administeriffg gratory’s CODIS
network, scheduling and documenting the CODIS compute irfgngpof analysts,
assuring that the security and quality of data stored in
state and/or federal law and NDIS operational proce
are dispositioned in accordance with NDIS operatj
will also keep DNA discipline members informed
procedures. The Administrator is typically notifie se changes/updates via

bulletins from the CODIS unit. Bulletins cgaging iflformation pertinent to the discipline

assuring that matches
ures. The Administrator

are made available for all discipline me read. Discipline members will initial and
date the bulletin to acknowledge tha gfread and understood this information,
and the bulletin is retained in the ulleltins solely for the use of CODIS
administrators are available on th -WPAN and do not need to be retained at the
laboratory. Administrator funx latéd to CODIS hardware and software may be

U

delegated to the departmegt rmation Technology) staff with CODIS clearance
(CODIS IT Users).
If a situation arise arygts the reliability or security of the data and operation of

CODIS, the State dminiptrator has the authority to terminate an analyst’s or the
laboratory’s 19 n CODIS until the reliability and security of the computer data
can be assu NA technical leader shall inform the CODIS Administrator of all
non-admgeistralye discrepancies that affect the typing results or conclusions (in an
analyst’s cy test) at the time of discovery.

The CODIS"Administrator shall coordinate with the Technical Leader to appoint a
designated individual to serve as an alternate administrator. The alternate administrator
will act, if required, in the absence of the State Administrator and may assist the State
Administrator with routine management of the CODIS system. This individual must also
complete the CODIS User Training Class and the FBI DNA Auditor training.

Page 6 of 47
All printed copies are uncontrolled. Approved by CODIS Administrator
Acting DNA Technical Manager
(currently the same individual)



Alaska Scientific Crime Detection Laboratory

CODIS Administrative Manual
Issued: 2/7/13 Version: COD2013 RO
Effective: 2/7/13 Status: Archived

2.2  Qualifications

The CODIS administrator and alternate must be employees of the laboratory and must
meet the educational and experience requirements as set forth in both the QAS for
Forensic DNA Testing Laboratories and the QAS for DNA Databasing Laboratories.
The persons must also be current or previously qualified casework DNA analysts with

documented mixture interpretation training.

The administrator and alternate shall have training on the operation a (zbement
of the CODIS system. The FBI auditor training shall be completedemgghin year of
appointment, if not previously attended. Although not required, itmended that
both administrators complete training on the current Quality AESlaNggPStandards. The
FBI sponsored CODIS software training shall be complete r hegeurrent version of

the software) within six months of appointment, if not pgesgoUNly $flended.

Additionally, these individuals shall have a minim 8 s of continuing education
per calendar year that is relevant to developme typing and shall participate in
a program for review of scientific literature.

The laboratory shall maintain documenta ODIS administrators that have had
Pations evaluated and approved during

their education, experience, and traigg
two external audits.

&
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3. The CODIS Software
All CODIS software functions are accessed by opening the Analyst Workbench
program.

3.1 STR Data Entry

All specimens to be entered into or searched in CODIS shall be subjecte two
concordant assessments by a currently qualified analyst and a technical revi r.
Alternatively, the laboratory may use an NDIS approved Expert Systew

The manual technical review of a specimen shall include a revie % notes,
worksheets and electronic data supporting the results; a revi AL DA types to

verify that they are supported by the raw or analyzed data; X\: wgpf all controls,
expe

internal lane standards and allelic ladders to verify that d results were
obtained; and a review to confirm that reworked samgI§s ppropriate controls.
The review of forensic specimens shall also include vificag®n of the profile’s eligibility
for CODIS, that the correct DNA types are obtai entered, and a means of
assuring that the sample is assigned to the appr t® Specimen category. The review
of specimen eligibility and specimen categgmegccurior to entry. The review is
documented by the technical reviewer’s 4 nd date in the box where the sample(s)
is listed on the STR casework reviewgfe he laboratory shall request appropriate
elimination standards prior to entr unknowns/mixtures into CODIS. This
request shall be documented in th§ LIS #Mhe technical review of a forensic profile is
indicated with the reviewer’s iagals§ndYate reviewed on the sample
electropherogram, review gh&gkli d Specimen Detail Report. The review of offender
data is documented with a Niegchecklist. Additional information on the review of
casework and offende can be found in the Forensic Biology Discipline’s

Procedures and/or litN@ssurance manuals.
On occasion, 4 propriate to modify an offender entry based on subsequent

le from the same individual. For example, an offender sample
artial profile, but a sample submitted later in casework yields a
he offender entry may be updated with data obtained from the

to be coordhated with the original analyst or a CODIS administrator. The analyst
modifying the record shall verify (through biographical information) that both samples
are from the same individual. Modifications to the record and verification of identity are
noted in the comments section of the SDIS details. The updated record is technically
reviewed and provided to the CODIS Administrator for reconciliation with the next NDIS
upload. The SDIS details printout does not need to be retained once the reconciliation
report is archived.
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Similarly, a casework sample originally entered as a mixture may later be modified
based on additional evidence being worked or a CODIS match occurring. Any updates
to casework entries must be technically reviewed with the SDIS details being added to
the case record.

DNA profiles generated at the laboratory will be entered into CODIS either via manual
entry or as a CMF file (common message format). DNA profiles from cas rk are
entered into CODIS manually via the “STR/Y-STR Data Entry” function u% Tools
drop-down menu. CMF files are used to upload offender batch files to QIS &
Specimen Manager. Each profile entered into CODIS will have a yaigue 3gecimen ID
(typically the laboratory case and item #) and be assigned to a pd R/ Specimen
category. The following specimen categories are accepted in A BDIS: arrestee,
biological child, biological father, biological mother, biologi ibfng, CO duplicate,
convicted offender, deduced victim known, detainee, fg migglire, forensic mixture
Alaska, forensic partial, forensic partial Alaska, forengi n, maternal relative,
missing person, paternal relative, staff (profiles of lab&at taff obtained by written
consent), staff duplicate (analyst samples rando ed in offender batches for
guality assurance purposes), unidentified person nteer (samples submitted by
law enforcement that are accompanied by gssggen cd™Sent for entry into the CODIS
database).

Although there is no absolute mini r of core loci required for an offender
sample to be entered into the statqdNgbgle, data must be present at all 13 core loci
for an offender sample to be adgd t& NDIS. When an offender profile fails to
generate a profile for all 13 ¢ Wnd the lab does not possess a duplicate offender
sample for the individual, t st or CODIS Administrator will first remove the state
ID number from the ca in LIMS. This ensures that any new sample for the

offender will result yFneNgequest for analysis. The analyst will also enter “profile
failed” in the “NO."§ield ii§the “Individuals” tab in LIMS.

A verificatio wdividual's qualifying offense, and current locate information, is
then reqggestef the legal assistant. If the offender has a qualifying offense, the
analyst t to request a new sample. This can be done by contacting
correctionX facilities for incarcerated persons, probation/parole officers, and/or
Departmen®of Law personnel when an offender is not in custody but has an upcoming
court date. The request will be documented in the case record in the LIMS. ltis
recognized that there is not always a mechanism by which to obtain the new sample.
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3.1.1 Exporting offender batches from GeneMapper ID-X and Importing into
CODIS
Batches of offender samples analyzed in-house will be exported from GeneMapper ID-
X as CMF 3.2 (.xml) files and then imported into SDIS as follows:

a. If any of the samples to be uploaded had complete locus dropout, do the

following before proceeding to step b.
1. Open the GeneMapper export file in Notepad on the O%
workstation.
2. Using the search and replace function, find all < S nd leave
the replace field blank

3. Save the modified .xml file.

b. Open Specimen Manager from the Analyst

C. Select Import Specimens under the Spec er pull down menu
or click on the Import icon on the toolb

d. Select the appropriate CMF file (.xmQLa pen When prompted,
the CODIS User importing the file Iect Data Import and their
User ID and click OK.

e. A message will appear indicg#gthat the import file was successfully
imported; click OK.
f. Open the Message Ce ect the Import STR Files tab; double

click on the bold file e file.
g. Select the Import Re

h. The reconciliati :
CODIS User gh&yld ck to see that all profiles can be successfully
Ny any problem samples.

leMs are corrected, the analyst can select the file within the
NES tab and execute using the icon in the toolbar. The

J- les that were manually reviewed, select Yes, if appropriate, for
ial Profile (yes indicates either locus or allelic dropout) and enter
ropriate comments. Alternatively, this may be done in the STR Data

Entry module. Save edits.

k. Un-mark any profiles not suitable for upload to NDIS.

l. A CODIS Administrator or another qualified analyst may be consulted to

troubleshoot problems with importing offender batches.

m. Batch paperwork is provided to a CODIS administrator for administrative

review and upload to NDIS.
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n. Prior to NDIS upload, the duplicate offender and AK new search are run.

These searches are scheduled to occur automatically Monday-Friday at
7pm. Data entered into SDIS on a Tuesday (prior to the NDIS upload) is
searched manually by an analyst or an administrator, prior to upload.
Additional information on offender duplicates searches is contained in
section 3.3.2.1 of this manual. Additional information on the new
search is contained in section 3.3.2.2 of this manual.

0. Once the samples have been successfully uploaded to S,

paperwork will be returned to the analyst to be filed It;&

3.1.2 Manual Entry of Profiles of Offender Specimens \

Profiles of Convicted Offender and Arrestee specimensgagll B¢ eg€red into CODIS with
to the sample upon
receipt at the laboratory.

The steps below outline the procedure for manu@
CODIS:

a. Open the STR Data Entry e\inder the Tools drop-down menu

b. Enter the numeric Speciyfien$Q

C. Select the appropriate@pg€imen Category; Convicted Offender, CO
Duplicate (for sampl to have an offender sample already in
CODIS) or Arre mptes originally entered as Arrestee should
remain in the, ANgs ecimen category even if the person is later
convicted of 'y oNgnse for which the arrestee sample was collected.)

d. The nam alyst entering the profile will be populated

auto a
CasejlD is ®ft blank
or Source ID

es or No for Partial Profile (yes indicates either locus or allelic
out)
tional pertinent information may be entered in the Comments field
Enter both the first and second readings, verifying that there are no
discrepancies between the readings, and save the entry
J- Print 2 copies of the Specimen Detail Report.
k. It is optional to search the profile at this time using Searcher. This may be
done using the Search button. Samples not searched manually will be
searched as part of the nightly autosearch.

a specimen ID that is identical to the unique identifiev\s'
e

ing an offender profile into
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All paperwork generated in the course of profiling offender samples (in casework
batches) will be retained in the offender record in LIMS. One copy of the specimen
detail report for each sample entered manually is reviewed (specimen ID, specimen
category, source ID, partial profile and data entry) and included with the paperwork in
LIMS. A second copy is given to a CODIS Administrator after review has been
completed. This signals to the Administrator that the sample may be searched and

uploaded to NDIS, if eligible. (b

3.1.3 CODIS Entry of Data Generated by a Contract Laborato

The procedure for importing data generated by a contract Iabora vary depending
on the version of the CODIS software and the format in whic celved
Therefore, as needed, detailed procedures will be written t ar ecific to the
contract laboratory at the time of analysis. These proc iIN¥e retained with the
data and administrative paperwork associated with t contract.

Whenever samples for CODIS are to be analyzg @ °
Iaboratorys DNA technlcal leader will document

ndor laboratory, the

Intain the approval of the
aporatory and the vendor
laboratory. This approval must occur prid prding the contract. Additionally, the

i i e vendor laboratory’s compliance with
the FBI QAS standards and the a gltignrequirements of federal law. Similar
procedures must be followed if th
generated as a result of a co
agency. An on-site visit of
standard 17.7 of the QAS f

tween a vendor laboratory and a law enforcement
laboratory will be performed as outlined in
nsic DNA Testing Laboratories.

All data generated cONjract laboratory must be technically reviewed by the
laboratory prior to gtry d§ searching in CODIS. This review must be performed by an
employee of y meeting the requirements in standard 17.6 of the QAS for

Forensic D Laboratories, and will include a review of the elements identified

QC sampleS to verify the integrity of the data analyzed by a vendor laboratory under
contract with the laboratory.
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3.1.4 Forensic Casework Profiles

Profiles from biological samples found at the scene of the crime are entered into the
Forensic Index of CODIS. As per the NDIS operational procedures, only forensic
profiles that are attributable to the “putative perpetrator” may be entered into CODIS.
Profiles or alleles unambiguously attributed to other individuals (i.e. victim, boyfriend,
husband, known eliminations) are not acceptable. When there is ambigui to the
origin of a profile or alleles, the profile may be entered if there is a pos ib%he
perpetrator being the source. Justification for entry of questionable safWles uld be
documented in the comments section during data entry. Q

A forensic casework profile that matches a suspect may be CODIS. If the
DNA results in a case indicate that only one perpetrator is iINOIv@dgonly the most
complete or most probative STR profile for that case m iy thyfPsuspect will be
entered into CODIS. Additional profiles appearing to ®fr. same suspect, but with
less genetic data, will not be entered into CODIS. rengyf cases involving more than

one perpetrator, more than one STR profile may, @ Q&red into CODIS if the probative
profiles from different items of evidence are foun(™® g Consistent with different

individuals.
The steps below outline the procedure fd g a forensic profile into CODIS:
a. Open the STR Data Entry er the Tools drop-down menu
b. Enter Specimen ID (ex. KC) with the following required elements
" sample whose source is unknown
. e Nboratory case #
" atory item # (may have the # sign in front of the

c. Select thgfappr
ForensidgPartidy,
Mi

.V me of the analyst entering the profile

as is left blank

es or No for Source ID
lect Yes or No for Partial Profile (yes indicates either locus or allelic
dropout)

. In Comments, enter the agency name, type of case and other pertinent
information
Enter the first and second readings, verifying that there are no discrepancies
between the readings, and save the entry

J. Itis optional to search the profile at this time using Searcher. This may be

done using the Search button. If there is a match identifying the source of the
sample, the source ID is changed to Yes and the profile saved again.

late Specimen Category (typically Forensic Unknown,
orensic Partial Alaska, Forensic Mixture or Forensic

> Q@™o
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Samples not searched manually will be searched as part of the nightly
autosearch.

k. Print 2 copies of the Specimen Detail Report. One copy is reviewed (refer to
section 3.1 of this document) and then initialed and dated by the technical
reviewer for retention in the case record. The second copy is provided to the
State Administrator upon completion of the review. This signals to the
Administrator that the sample may be searched and uploaded trgls, if

eligible. \
3.14.1 Forensic Mixtures

A forensic mixture profile composed of alleles from more thaglo dual may be
suitable for entry into CODIS if all or part of the profile mayR€ atlripited to the putative
perpetrator(s).

The mixture profile should be evaluated to determjne \he, it is appropriate to enter
the whole mixture profile, only the major or mino @ ent, only those alleles clearly

foreign to the victim, or not enter the profile into C@®Iy at all. It is recognized that
g ently into CODIS. Profiles that are not

some mixture profiles are simply not suita
suitable for comparison or suitable for ex§ s only (as per the Forensic Biology
xteed into CODIS.
for entry into CODIS if it is concluded that a

Discipline Procedure Manual) shall n

A forensic mixture profile is not apo

search of this profile will resyla rge’number of ambiguous offender hits, or that
such a profile will frequent 0 n ambiguous candidate when searches are made
of forensic profiles. The D st shall evaluate the profile using the Match
Estimator (in the CODI e) to determine whether that profile is appropriate for

entry into SDIS on oreNgic Mixture Alaska) or also uploadable to NDIS (Forensic
Mixture). The analggt mal consult a CODIS Administrator or another qualified analyst if
needed.

When e ultiple alleles at one locus, the analyst may designate obligate alleles
using a‘’ ter the allele. Only one obligate allele can be designated per locus.
The goal ijo capture the profile attributable to the “putative perpetrator.” As
necessary, the analyst may consult with a CODIS Administrator or another qualified

analyst to make this determination.

When the method of entering the profile allows for the possibility of additional
perpetrator alleles that were not entered, the analyst should indicate this with a Yes in
the partial profile field. When alleles attributed to the victim or other known individuals
are subtracted from the profile (intentionally not entered), this should be indicated in the
Comments field.
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3.14.1.1 Match Estimator

The Match Estimator (in the Popstats module of the CODIS software) is used to assess
Forensic Mixtures and Forensic Partial profiles to determine their suitability for entry into
SDIS and upload to NDIS. Profiles not meeting the required threshold will not be
entered or uploaded.

Procedure
a. Open Popstats (in the Analyst Workbench) and double click on%
Estimation to open the tool

b. In the Target Profile window, enter the sample SpecimegD

c. Set the size of the database to the approximate size of tional database.
The State Administrator will update this number at g yearly and post
it next to the CODIS workstations. Confirm that t orfffiggiration is set to use
the FBI\STR database. \

d. Leave the Loci Allowed to Miss set to zero

e. Enter the profile using the numeric keyboar® Ogligate alleles may be
designated with the + sign

f. Click Calculate. Click Print, and then imation Report.

g. Repeat step c using the approxigesg size¥®" the state database. This number
will also be posted next to the workstations. The match estimation for
the state database must begg€alc i with both the FB\STR and Alaska
population databases.

h. The Match Estimation
with the other matew

Reports are not e%

Interpretation

be provided to the technical reviewer along
bYing Submitted for review. The Match Estimation
the case file once review has been completed.

Samples that are ateqto generate 10 or less matches in the state database may
be entered into SORS. FO§samples that are estimated to generate more than 10
matches in th t ase, the Match Estimation Reports and a copy of the STR
Results Tab ided to the CODIS Administrator upon completion of the

technicalggvieWy The CODIS Administrator will enter the profiles into the Batch Target
File.

Samples with at least 10 core loci that are estimated to generate no more than
approximately 1 match per population in the size of the national database may be
uploaded to NDIS. As with Forensic Unknown specimens, a copy of the SDIS detalils is
marked “NDIS” and provided to the CODIS Administrator upon completion of the cases
review.
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3.14.2 Forensic Partial Profiles

For the purposes of CODIS, a partial profile is a profile in which potential allelic peaks
from the perpetrator(s) are visualized below the reporting threshold (suggesting allelic
dropout) at one or more core loci. These profiles may be entered either as Forensic
Partial or Forensic Partial Alaska, depending on whether they meet the match
estimation thresholds for SDIS and NDIS (following procedure detailed in previous
section). Partial profiles that meet only the SDIS threshold will be ente edchensic
Partial Alaska. These profiles are not uploaded to NDIS. Profiles mee th IS
threshold are entered as Forensic Partial.

3.1.4.3 Profiles of Missing Persons, Unidentified mains and
Relatives of Missing Persons

Profiles of missing persons or unidentified human re ;Cb ntered into CODIS in
the Specimen Category Unidentified Person. Sougge IR waldfitially be No for these
samples. These samples must contain at least i and Amelogenin to be eligible
for upload to NDIS. Relatives of Missing Persons e entered into one of the

following specimen categories with the Sq D marked Yes: Biological Child,
Biological Father, Biological Mother, Big @ ibling, Maternal Relative or Paternal
Relative. The Specimen ID for thesegampg gOnsists of the laboratory case and item

3.1.4.4 Composite

Composite genetic proflles
from multiple injectiq single amplification and/or multiple amplifications of a
single DNA extractfThe ratory allows for entry of composite profiles when doing so
is likely to have pagrt of reducing the number of coincidental matches to a profile.
A composite ic lle should not be entered into CODIS when the reportable STR
results are n for comparison or are suitable only for exclusions (see Data
Interpret ion of the Forensic Biology Discipline Procedures Manual). When
composit ic profiles are entered into CODIS, descriptive comments should be
included inghe comments section during STR data entry.
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3.2 Administrative Removal / Expungement of Profiles

It is recognized that occasionally a profile that was previously entered into CODIS will
need to be removed or expunged. A CODIS Administrator will promptly delete a profile
from a Convicted Offender (including a juvenile) or Arrestee upon receipt of a court
order to expunge (in accordance with AS44.41.035, DNA Identification Act of 1994,
DNA Analysis Backlog Elimination Act of 2000, and DNA Fingerprint Act 05), if the
individual does not have another offense that currently qualifies them for ninthe

database. \

Expungement is the removal of a DNA record at the state and/or % al index levels in
response to the following:

e A court order that has overturned an offender’s % r a qualifying
offense.

e A court order establishing that charges wergJdi
no additional qualifying charges were filed @
the court order.

i or resulted in acquittal, or
e time period established by

An Expungement Checklist is to be sta
profile from a Convicted Offender (i
CODIS Administrator will search

le has been entered, a letter is sent to the
reqguest indicating that the laboratory does not have any
ndimdual and no profile has been entered. This letter may
inistrator or the laboratory legal assistant.

If no samples are located
originator of the expungem

d and/or a profile has been entered, the laboratory legal

¥l to search for any currently qualifying offenses. If any are found,
ornNge checklist. The CODIS Administrator or laboratory legal assistant will
provide t rtment’s legal counsel with information relating to the expungement
order and &y qualifying offense that is outside the scope of the expungement order. All
DNA samples, DNA profiles, and personal information are to be retained by the
laboratory until a course of action is determined by the department’s legal counsel. If
legal counsel advises that the sample may be retained, this will be communicated ,in
writing, to the originator of the expungement request. If department legal counsel
directs that a profile be deleted and/or samples destroyed, the CODIS administrator (or
designee) will proceed with expungement as described below.

assistant wi
this is n
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If no other qualifying offense is identified, the CODIS administrator (or designee) will
retrieve the offender information card and DNA sample, transfer custody of the sample
to him/herself and then disposition the sample as destroyed. If a DNA profile has been
entered into CODIS, details of the reason for removal should be placed in the
Comments section of the specimen record and the specimen deleted from CODIS.
a. Locate the sample in Specimen Manager, highlight the specimen and then
click on the STR Data Entry icon in the toolbar.
b. The specimen will open in STR Data Entry where the comn‘%n be
recorded. These comments will be captured on the SDI ecigsn

Deletion Report.

Save the specimen and close STR Data Entry.

Right-click on the specimen in Specimen Mana ect Delete

Specimen from the drop down menu. The co g SDIS Specimen

Deletion Report will be retained for docu tafon PArposes.

e. If the profile of the specimen requiring i
expungement has been uploaded to ND
at the upload session immediately iNg specimen deletion from SDIS.

Reconciliation reports documentin cimen’s removal from NDIS

a

will be retained along with thgesiger re nt documentation.

e o

ion from NDIS will occur

The personal information record in LI g0 be expunged. This is accomplished by
locating the offender’s record and g,Me name, date of birth and APSIN (State
ID) number in the Individuals tab. d is then secured by right mouse clicking on
the Case Info tab in LIMS an leqyng Restrict Case. This should only be done by the
Laboratory Manager or a S inistrator.

The buccal sample is he trash (biohazard receptacle if a blood sample) and
the print portion of afyjs shredded. Both of these steps must be witnessed and
recorded. A letter gonfirn§ng compliance with the order to expunge will be sent to the

ent request.

0 expunge, the Expungement Checklist, Specimen Deletion Reports
a copy of the letter indicating compliance will be retained by a CODIS

When records for offenders are expunged/removed, R&I should be notified to reset the
appropriate flag in APSIN (if the card was previously sent to R&I for latent verification).

This notification may be done by e-mail. A record of this communication will be retained
with the other related paperwork.

Page 18 of 47
All printed copies are uncontrolled. Approved by CODIS Administrator
Acting DNA Technical Manager
(currently the same individual)



Alaska Scientific Crime Detection Laboratory

CODIS Administrative Manual
Issued: 2/7/13 Version: COD2013 RO
Effective: 2/7/13 Status: Archived

3.2.1 Samples Collected for Non-Qualifying Offenses
Occasionally, a sample received by the laboratory for entry into CODIS is destroyed
prior to being logged into LIMS. Typically, this occurs when the laboratory becomes
aware, prior to the sample being logged into LIMS, that the individual does not have a
qualifying offense. A record of these samples (individual’'s name and date of birth) is
retained by a CODIS Administrator. These samples do not require an Expungement
Checklist and destruction of these samples does not need to be witnesse?b

b rified. If

Prior to reporting a CODIS hit, the qualifying offense for the offender t

it is determined that the sample was collected for a non-qualifyinggagehsezhe sample

will be destroyed and the individual’'s record secured in LIMS. Refgov& of these

samples from LIMS and CODIS is accomplished by the sam C

expungement, except that notification is not required upon

is determined that the sample was collected for a qualif)

expungement in accordance with AS44.41.035, the IN
ge,

ALYE as an
pIEtWa the removal. If it
, but is eligible for
ay retain the sample
and related records as long as no court order for ex t has been received by

the laboratory.

3.2.2 Samples Determined not to be Putative Perpetrator

Additionally, forensic samples in CO later identified as originating from
someone other than the putative g ust be removed from CODIS. Prior to
deleting a specimen, details of the§e r removal should be placed in the
Comments section of the spedgen¥ecord as described above. The corresponding
SDIS Specimen Deletion Re e placed in the case record (hard copy or
electronic) for documentati oses. These administrative removals do not require
an Expungement Chec§

As previously indicgted, igthe profile of the specimen requiring administrative removal /

expungemen b ploaded to NDIS, deletion from NDIS will occur at the upload
session im llowing specimen deletion from SDIS. Reconciliation reports
documegi specimen’s removal from NDIS will be retained along with the other
relevant tation.
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3.3 Searching the CODIS Indices

The Searcher and Autosearcher programs are the CODIS software modules that permit
the searching of DNA profiles from various indices against other DNA profiles. Different
search configurations are used depending on the type of sample being searched.
Searches are conducted in accordance with federal/state law and the NDIS procedures.
Detailed information on the use of these programs is contained in the CODIS Software
training manual (provided during the FBI sponsored software training clas‘)b

3.3.1 Use of Searcher at the time of data entry \

Upon entering a new forensic or offender sample into CODIS, S analyst may

perform a search of the appropriate sample indices for potxl Nt s between the
a

new sample and samples already in the database. Manual r is not required
since Autosearches are scheduled to run nightly. (b
Typically, forensic profiles can be searched with {hgd&a onfiguration. The default
search configuration requires that a forensic proffe W& 10 of the 13 core loci to be
searched. Matches will be returned for samples 6 least ten loci that match at

M| search parameters, some forensic
profiles (such as mixture profiles, partig| and profiles that are homozygous at
several loci) may result in a large n 2
search stringency may be customi at some loci to allow for a more efficient
search. If a sample has less than e analyst will need to modify the
configuration to require less oci to report a match. Customization of the search
stringency must be done v refuconsideration. The main goal is to not
erroneously eliminate tQe a rpetrator from the pool of candidates by improper
stringency customizaii enthe search is conducted. CODIS analysts may seek the
ynistrator or another qualified analyst for non-routine

meters are included as part of a match detail report and do
mentation.

If match an self matches are returned, the analyst should print the matches to
assess, on, and follow-up, if necessary. The analyst will then assess each
possible m§tch by a locus to locus comparison and disposition matches in the
disposition window. Matches may also be dispositioned by a CODIS Administrator.
Candidate matches, at less than high stringency, between an offender and an unknown
forensic specimen or between two forensic specimens (at least one in which the source
is unknown) require assessment by two qualified analysts. This assessment is
documented by the initials of both analysts (along with the disposition) on the match
details report. Self-matches do not require any action. The analyst can close Searcher
without saving the matches as they will be duplicated during the scheduled autosearch.
A list of possible dispositions is provided in Section 3.5. If there is a forensic or offender
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hit (e.g., identifying the source of a sample that was previously unknown) the source ID
should be changed to Yes and the specimen re-saved in STR Data Entry.

Match detail reports will be printed out for all matches that cannot be immediately
dispositioned as conviction match, benchwork match or offender duplicate. Match detail
reports for matches ultimately dispositioned as forensic and offender hits will be
retained with the case record(s). Section 3.6 contains information on mat

confirmation and reporting of forensic and offender hits. \?b

3.3.2 Use of Autosearcher
An autosearch of the database is performed to detect possib not previously
[ are available

iy Match Manager) will be identified
es are dispositioned as “Duplicate” in

3.3.2.1 Duplicate Offende

The Duplicate Offender cogfi
one offender sample in CO

atiOWis used to search for offenders with more than
. Wis search is performed after an upload of an offender
batch to SDIS, and bef tch is uploaded to NDIS. A minimum of 5% of the
samples in an offeger b should be quality control samples. These will typically be
samples for which g duplfate offender sample already exists in the CODIS database,

e

but may also a ples placed randomly in a batch. The results of the duplicate
offender sea checked to verify that the matching samples are indeed
duplicat from the same offender, or in rare cases, samples from identical
twins. Th may involve a latent examiner doing a comparison of the thumbprints

from the d¥abase cards.

Once the samples are verified as duplicates, for matches between two convicted
offenders, the specimen category of the sample with the higher specimen ID number
will be changed from Convicted Offender to CO Duplicate. When the match is between
a convicted offender sample and an arrestee sample, the specimen category for the
arrestee is changed to CO Duplicate.
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CO Duplicates are not uploaded to NDIS. Therefore, if the CO Duplicate is the more
complete profile, STR data can be transcribed to the non-duplicate sample to allow for
upload to NDIS. This should be reflected in the comments section of the specimen. If a
sample already at NDIS is changed to CO Duplicate, the sample is automatically
unmarked and removed from the NDIS level upon the next upload from the state
laboratory. This will be indicated on the next reconciliation report from NDIS.

The administrative review of a batch of offender samples must include a fev#Myof all
matches resulting from an Offender Duplicate search. If the search regNs i igh
stringency match between two samples that do not appear to be iCatdfrom the
same individual (or identical twins), the Administrator and/or Tec anager will be
notified and available options will be discussed to discover t the
discrepancy. Samples from the batch with the discrepancy n uploaded to NDIS
until the discrepancy is resolved and/or approval is rece; c& e DNA Technical
Manager.

(processed and uploaded as part of the minimu uality assurance samples) and

Once all matches from the search have been re’% Staff Duplicate samples
Staff Duplicate matches may be deleted.

3.3.2.2 AK New

The AK New configuration is used samples entered into CODIS since the last
autosearch. This search is ty erformed by a CODIS Administrator and searches
all of the indices except RelaNes issing Persons.

All candidate matches ratd in Autosearcher are saved to Match Manager
automatically. A C A®ginistrator or other qualified DNA analyst will assess each
possible match by g locu} to locus comparison and disposition the match in Match
Manager. Ca t hes, at less than high stringency, between an offender and an
unknown fo imen or between two forensic specimens (at least one in which
the sour@eyls UNKnown) require assessment by two qualified analysts. This assessment
is record match detail report that is later reconciled with the monthly match
report (secdqon 3.5). If there is a hit identifying the source of a sample that was
previously dnknown, the source ID is changed to Yes.

Match detail reports for forensic and offender hits are retained with the case record(s).
Section 3.6 contains information on confirmation and reporting of intrastate forensic and
offender hits.

Periodically, the CODIS Administrator will run searches to encompass samples with
less than 10 core loci, and samples in the batch target file. Candidate matches are
handled in the same manner as those resulting from the AK New search.
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3.3.3 Search Requests from/to Agencies Outside of Alaska

Occasionally, the laboratory receives requests from law enforcement and other
agencies outside the State of Alaska for searches of the Alaska database. Requests
from the FBI and other CODIS Administrators may be searched. The request must be
received on the DNA Search Request by Facsimile Official Form (or current version
available on the CJIS-WAN). All such requests will be directed to the State
Administrator, or designee, who will process the search request. Profiles outside
agencies are entered into a batch target file that contains only these typeS of s@nples.
The profiles in the file will be searched periodically. The NDIS batch t t film®n the

CJIS-WAN may also be searched by the State Administrator.

When a request is received from someone in another state t he state’s
CODIS Administrator, the person will be asked to contact tIRIr sitgss CODIS
Administrator to have the request made. Alternatively, |AskW¥State Administrator
may contact the other state’s administrator to discus

Routinely, only profiles with six or more loci in ¢ ith the STR loci utilized by the
laboratory will be searched. However, at the discl®™flog of the State Administrator fewer
than six loci may be searched.

The search request and any written
State Administrator in LIMS. COD generated as a result of such requests

will be verified and reported in the \ga outlined in Section 3.6, with due
consideration given to the s " eds of the requesting agency.

the request will be retained by the

Requests can be made by | rcement agencies within the State of Alaska for
searches of the CODIS ceS¥of other states. For example, a forensic unknown may
contain less than D§core loci and is therefore ineligible for uploading and
searching at NDISN\In adpition, other state databases may contain samples not
acceptable a

mage in writing or verbally, will be brought to the attention of the State
Administ o will make the official written request for the search. The State
Administra¥r, or designee, may either contact other State Administrators directly, to
search the profile, or may seek to have the profile added to the batch target file on the
CJIS-WAN. Requests to other State Administrators will be made in writing, using the
DNA Search Request by Facsimile Official Form (or current version available on the
CJIS-WAN). All documentation related to such requests will be retained in the case
record in LIMS.
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CODIS matches generated as a result of such requests will be verified and reported in
the manner outlined in Section 3.6 using information provided in writing by the other
state. The search results and other information regarding the match received from the
other state(s) will be retained in the case record.

Requests can be made by law enforcement agencies within the State of Alaska for a
search of the DNA databases of foreign countries via Interpol. The requegtsynade in
writing or verbally, will be documented in the case record and brought to l%ntion of
the State Administrator, who will make the official request.

3.4 Uploading data to NDIS Q

DNA profiles that meet NDIS criteria as well as criteria spe&ffd is document may
be subsequently uploaded to NDIS.

In accordance with NDIS requirements, the following IRforggfion from all laboratory
CODIS users (defined by NDIS as personnel wh g on access to the CODIS
server and/or are qualified DNA analysts who ar sible for producing the DNA
profiles stored in NDIS) will be provided toimBI f8®security clearance. Only data
from users authorized by the FBI will be <@ into CODIS.

FD-484: Privacy Act Explana

FD-816: Background Data
CODIS User Informati

Only data in SDIS that com ith the Memorandum of Understanding signed
between the FBI and t ent of Public Safety, the NDIS Procedures Manual,
ptance of DNA Data, and the FBI's “Quality Assurance

the NDIS Standar A
Standards for Fordgsic DINA Testing Laboratories” and “Quality Assurance Standards
for DNA Data ratories” will be uploaded to NDIS.

The Statgi@ddnWgistrator, or designee, will be responsible for uploading eligible DNA
profiles t Alaska does not collect or upload profiles from suspects or juvenile
arrestees ® NDIS. NDIS has currently scheduled uploads from Alaska to occur on
Tuesday. The upload schedule may be changed at the discretion of the NDIS
custodian.

STR profiles from forensic samples that can be “attributed to the putative perpetrator”
and contain results at 10 or more of the CODIS core STR loci (CSF1PO, D3S1358,
D5S818, D7S820, D8S1179, D13S317, D16S539, D18S51, D21S11, FGA, THO1,
TPOX, and VWA) are uploaded to NDIS. New Convicted Offender and Arrestee
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profiles, with data at all 13 of the core STR loci, are uploaded to NDIS. Profiles from
unidentified human remains, missing persons and relatives of missing persons must
contain the Amelogenin locus to be uploaded to NDIS. D2S1338, D19S433, Penta E
and Penta D are accepted, but not searched at NDIS.

The specimen detail report of a sample at SDIS must be reviewed by a second qualified
individual before the sample will be uploaded to NDIS. Upon completion e review, a
copy of the specimen detail report is provided to an Administrator. Prior t%ﬂs
upload, the Administrator will ensure that all specimens meeting the N crggMa and
for which technical review has been completed, are marked for ugiagd.

Administrator will also ensure that no specimens are marked tha t meet NDIS
eligibility requirements or for which technical review has not meted. Typically,
the upload will be an Incremental Upload, except when Ful\uplogdgare specifically
requested by NDIS or the FBI contractor.

Once an upload has been processed by the NDIS cuxpdign#a reconciliation report will
be received via the CODIS software. The State iXrator will print the report and
reconcile it with database batch worksheets and t§e” Specimen Detail Reports
provided by the DNA analysts. The alterngjsagdmini®®ator will also review the
reconciliation reports to confirm the uplo€l of e{gible forensic profiles to NDIS. This
review is indicated by the alternate’s yfftialSg e first page of the report.
Reconciliation reports are retaine t Si¥e Administrator in LIMS.

All complete DNA profiles uplagged§o NDIS are searched by NDIS against the eligible
DNA profiles from other stgt ally, this search is conducted weekly.

Matches obtained as a uch searches will be sent automatically via the CJIS-

WAN to SDIS. Po | Mgtches are received via the CODIS software. These matches
will be reviewed bygthe Sgte Administrator, or designee, who will communicate with the

other laborat € and the laboratory analysts to ensure timely disposition,
verification ing of any hits.
The eval d verification of NDIS hits will be in accordance with the NDIS

procedure¥(most current version, published by the FBI, US-DOJ), and Sections 3.6.3
and 3.6.4 oPthis document, with due consideration given to the requirements of the
other state(s) involved in the NDIS match.
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3.5 Match Dispositions

Matches are assessed and dispositioned by a CODIS Administrator or a qualified DNA
analyst. Matches that have not been viewed show the disposition as Candidate Match.
Once a match has been viewed, the disposition changes to Pending. Matches should
be assigned one of the following dispositions (by right-clicking on the match) as soon as

possible after it has been assessed and/or confirmed: (b
The following match dispositions are utilized in the Alaska laboratory: \
Investigative information - this disposition is assigned when an o matches to a

forensic sample, but the offender is not a putative perpetratoy. nsual sex
partner), or when a match does not provide new informatio\

Duplicate match — this disposition is used for duplica
Searcher and then again in Autosearcher)

User defined — the dispositions identified as Use fijed #1, #2 and #3 are available
for the laboratory to assign when matches ||i e that"are not defined by any of the other

s (i.e. samples match in

available dispositions. These are defined{g pw. User defined dispositions should
not be used for matches occurring a

User defined #1 — this dispdgitl sed when a sample that was searched as a
1 time keyboard searc g anOther sample in the database.

User defined #2 — th
forensic sample

sition is used when a volunteer sample hits to a
abase

User defineQ #3 —phis disposition is used when two samples that match with high
stringe, r rom the same individual or an identical twin (i.e. a bone
marr nd recipient)

matches have been reviewed and properly dispositioned, the State

r will generate a list of matches for a given month, and their dispositions.
This list will'oe provided to the alternate administrator for review. The alternate
administrator will confirm that all matches have been viewed and that action has been
taken to disposition each match. The alternate administrator will confirm the
dispositions of Alaska casework matches dispositioned as No match and all moderate
stringency Alaska casework matches. This report will be initialed by the alternate
Administrator and retained in LIMS by the State Administrator. This reconciliation is not
an audit requirement and need not occur immediately at the end of the month.
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The State Administrator will periodically run queries for matches with discrepant
dispositions and matches that still require a final disposition. These matches should be
reconciled whenever possible.

3.6 Confirming and Reporting a Candidate Match

Some CODIS hits require further verification before the hit can be reporte the
agencyl/investigator. The extent to which a hit requires verification dep nccbhether
the hit is a Warm hit or a Cold hit. A Warm hit is one where the sampl er

previously suspected to originate from the same source. For exargmg, foragsic samples
from unsolved burglaries with similar MOs (modus operandi) or aic sample from
an assault victim matches an offender sample from a named@uSpNgi#r whom no
reference sample was available. A Cold hit is one in which xe no prior indication

that the cases or individuals may be related.
When one or both of the matching samples are mixtu ‘sbfication may require

reviewing the electropherograms from which the o@ e} were obtained. Assessment of
casework matches at less than high stringency nTe® b Conducted by two qualified
DNA analysts, as defined in the NDIS pro e match results in the
identification of the source of a sample tigg Qpreviously unknown, the source ID for
that sample is changed to Yes. If at jgfast obative source of DNA remains
unidentified, the source ID remain cgmment is added to the specimen record
regarding the identification of one

Whenever possible, candi

a s should be resolved and reported, if appropriate,
within 30 days. In general, T

ework analyst that identifies the match or that worked
a case involved in the iIwesponsible for initiating the confirmation process and
authoring the hit legr" Al DIS hit letters require an administrative review prior to
release. This reviel is cdphducted using the CODIS Match/Hit Review Checklist
contained in € Biology Procedures Manual.

h &gtail reports for candidate matches determined to be hits will be

evant case records in LIMS. CODIS dispositions should be updated
Igdual receiving relevant communications or issuing the hit letter. All
communicalions, written and verbal, related to candidate matches will be retained in the
case activities in LIMS.

Whenever a CODIS hit letter is issued, the final hit disposition and number of
investigations aided will be recorded in the appropriate record in LIMS. The analyst will
click on the Case Activities button on the Case Info tab, scope the activity using the
Context drop down menus (as shown in Figure 1), and select the appropriate
disposition in the Activity drop down menu. Investigations aided, if applicable, are
recorded on the Testimony drop down menu (as shown in Figure 2). For intrastate
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forensic hits, a hit is only recorded in one of the case records. In the other record, the
activity is recorded as Investigative Information. The original match date is recorded as
the start date for the activity. The end date is the date the hit letter is drafted. If a match
disposition is modified after receiving additional information, this may be recorded in the
notes field.

entered into the database. The laboratory presumes that agencies submi®i ender
samples to the laboratory collect only from individuals who qualify und a Statute.
The laboratory verifies that an individual has a qualifying offense@ easing

Every effort is made to ensure that only qualifying forensic and offender s les are
hy

personal information associated with a database hit.

tgg for a qualifying
ails of the match
amples collected “in

offense, the department attorney is contacted and provj

If a match occurs involving an offender sample that was nog\ll
th
and the collection of the offender sample. Matches tQ &f

good faith” may be reported at the discretion of the degar t attorney. If being
reported, the match is treated similarly to those f ing offenders. If the decision
is made not to report the match, the match is dis igned as investigative information

(in CODIS). Either way, the offender reco
will ultimately be removed from the LIM

A pMfile and all personal information)
as described in Section 3.2.

a qualifying offense no longer exis¥
the match as long as a court eeger § expunge the sample has not been received. The

@are retained until a court order to expunge is

If a match occurs nsic sample whose source is known, but that is determined
to be ineligible for (i.e. consent partner, witness, elimination sample, not likely to
be a perpetra match in CODIS is dispositioned as Investigative
Information. gf the match will not be provided to law enforcement (or another

laborato
informati oving a specimen from CODIS is given in Section 3.2.

Apparent c®nviction matches (defined in Section 3.5) with other states can be verified
verbally or by e-mail with the other State Administrator. At a minimum, the name and
date of birth of the offender should be verified. This communication is noted in the
match disposition notes in CODIS. These matches are dispositioned as such in CODIS
and no action is required in LIMS.
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E] service Activity for Agencys Case No. 09-0001

Context
Laboratory | LAB

Department | BiologyDra,

Service | CODIS Hit Letter \%

Lab Rep | Colins, Michels

Actpdaty Information Q

Activity

Sub Activity

Imvestigative Information

Ti S t ROIS Faorensic Hit [
IME SPEM 01 Ottender Hit-oK Case 3
Started |MDIS Offender Hit-2k Offender

=0Is Forensic Hi
Testimony SIS Offender Hit

Notes \
.Y

Figure 1. Recording match dispositions in LIMS
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E] service Activity for Agencys Case No. 09-0001

Context
Lahoratoryr| LAE

Department| Biclogy Dk A,

Service | CODIS Hit Letter

Lab Rep | Callinz, Michelle

Activity Information

Ac’tivity| MOIS Offender Hit-2AK Caze

Sub Activity|

Time Spent| 0.0 | minLtes |

Started

1272372003

Testimony

Mot needed
Testified

Notes
, &
5
bt
Figure 2. Recording investigations aided in LIMS
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3.6.1 Intrastate Forensic hits (reference Figure 3 flowchart)

Possible matches between two forensic profiles are first assessed to determine if the
profiles were appropriate for entry into CODIS and can be reasonably thought to
originate from the same source.

If the samples are determined to match, are eligible for CODIS, and the source of at
least one of the samples is unknown, a CODIS hit letter request is create LIMS and
the cases are related. When the cases are from the same agency, the requés
created in the case record of the unsolved case or, if both cases are lv n the
case record of the most recent case. When multiple agencies aregmaglve ODIS hit
letter requests are created in both case records. The hit is onl in the case
activities (in LIMS) of one of the cases (the unsolved case orfif es are
unsolved, the most recent case). In the other case record, agiyy is recorded as
Investigative Information. An investigation aided is rec d \r &#ch unsolved case
(provided it has not previously been counted in a pri % CODIS hit letter(s)
contains, at a minimum, the following information; a evel, the agency(ies) and
mbers and brief descriptions
b agency representative(s)
contacts the laboratory to advise of the stg#gf the Case(s) and the probative nature of
9

e

If the source has been previ tified in both of the forensic cases, a CODIS
match letter request(s) is ad of a CODIS hit letter request(s). The letter(s)
contain the same informpatig scribed in the previous paragraph except that no
additional agency conta reQuested. The match is dispositioned as Investigative
Information in CO hit activities are recorded in LIMS.
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Profiles match and are eligible
for CODIS

One source unknown I Both sources known

Investigative
Forensic hit in CODIS vestig

(update source ID to I Both sources unknown
Yes) —relate cases in
LIMS Forensic hit in CODIS—
relate cases in LIMS

Infr .., “tion in
CODIL =1 s120 cases
in | 'ar

CODIS match letter
request in both
cases or in most

CODIS hit letter

request in both

cases or in most CODIS hit letter

current if same request in both
agency cases orin mo t

current if same
agency

current if same

- senc,

\ v No hits and no

» investigations aided

One hit and one
investigation aided
in LIMS in case with Ope hit a 1 one " westigation aided in most

unknown profile ~cenw ~se - Investigative Information and

2e investigation aided in other case

y recorded the first time a case hits in CODIS

Figure chart for Intrastate Forensic Hit
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3.6.2 Intrastate Offender hits (reference Figure 4 flowchart)

Possible offender hits are first assessed to determine if the profiles were appropriate for
entry into CODIS. This assessment includes verification of a qualifying offense for the
offender, and that there is a reasonable possibility that the samples originated from the
same source.

If the samples are determined not to match, no letter is sent to the agenc e
match is dispositioned in CODIS as No Match. No action is required i Sadhe
offender was not collected for a qualifying offense or does not ha curiytly
qualifying offense, proceed as described in Section 3.6. Q

Hit letters involving offenders who were juveniles at the tim&0f t fense should also
be sent to an appropriate contact at the Department of er\e tice (DJJ).
Language may be added to the hit letters recommen i% w enforcement
agencies communicate with DJJ regarding the offeps

3.6.2.1 Cold hits

If the match is determined to be a cold
suspect) and the offender’s profile h

confirmation request is created in
letter request is created in LIMS u

an offender who was not a named
previously verified, a CODIS

the offender record and a CODIS hit

e orensic case record. The match detail report

picked up by the next avai t, who will obtain the offender sample and
perform STR analysis tp COI§ e profile associated with the match. A CODIS
ical Manager may sign off on a profile confirmation
when less than a rofile is obtained. If the offender’s profile has been

previously confirm

Ined in the letter, and also whether the identity of the offender has

via the thumbprints submitted with the Database Collection Kit.
Verification 'of the biographical information is documented on the review checkilist for hit
letters. Latent print verification may be done by a qualified latent print analyst in the
laboratory or by the department’s Records & Identification unit. Print verification is
indicated by the date and initials of the verifying examiner next to the prints or the
APSIN number on the print card.

Once the profile and the identity of the offender have been confirmed (to the extent
possible), a CODIS hit letter is drafted. The CODIS hit letter typically contains, at a
minimum, the following information: the match level, the agency and agency case
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number, the agency item number and a brief description of the item, the name of the
offender and at least one additional piece of personal information (i.e., date of birth,
SSN, APSIN or other state ID number). The letter shall also indicate when the match
occurs at less than high stringency (involves a forensic mixture or forensic partial
profile) and shall request that the agency representative(s) obtains a new sample from
the offender and submits it to the laboratory for analysis and use in future legal
proceedings. Additionally, the laboratory will request that the agency provigmyfeedback
regarding the current status of the case, and that laboratory be notified if %ned
offender is determined not to be the “putative perpetrator”.

When a database sample was submitted without thumbprints, or % ender’s print(s)
could not be verified, the body of the letter will indicate that t bf the offender
could not be verified by latent prints. When the submitted p§ifts gregnatched to an
offender other than the person named on the card, no ZN e issued
until/unless the source of the discrepancy is resolve

solved or the source of the DNA is not a putative p@trator), the case activity (in
LIMS) and disposition in CODIS are changgsko Inv@8tigative Information. The
Investigation Aided is removed from the <®

If the laboratory is later informed that a match is ative (case was previously

n LIMS and appropriate notes are

recorded.

If the DNA profile obtained during on is not consistent with the profile already
in the CODIS database, a C mifMstrator shall be notified immediately. The
administrator will notify the nical Manager and available options will be

discussed to discover the s f the discrepancy. The hit letter will not be issued
until/unless the discrep cMN be resolved and the hit confirmed. Similarly, the DNA
Technical Manage bexgonsulted if a known forensic sample matches an offender
whose identity is ngt con§stent with the known source of the forensic sample.

If the identit ncy cannot be resolved, the agency will be notified in writing (may
be an e-gail) the hit letter request cancelled.
3.6.2.2 rm hits

If the match is probative and to a named person for whom a reference sample was
unavailable (i.e. a warm hit), no profile verification is required. An analyst or
administrator will create a CODIS hit letter request in LIMS. Contents of the CODIS hit
letter are as described above.

Page 34 of 47
All printed copies are uncontrolled. Approved by CODIS Administrator
Acting DNA Technical Manager
(currently the same individual)



Alaska Scientific Crime Detection Laboratory

CODIS Administrative Manual
Issued: 2/7/13 Version: COD2013 RO
Effective: 2/7/13 Status: Archived

Profiles match and are eligible
for CODIS

Offender hit in CODIS
(update source ID to Yes)
— relate records in LIMS

" CODIS hit letter

| Cold hit | Check latent print Warm hit
2quest in forensic

/\ verification
Profile Profile \
verified unverified

One offender hit and

one investigation

case

aided in case record
in LIMS

CODIS hit letter CODIS Confirmation
request in forensic request in offender
case record and CODI®
hit letter requ” .cin
forensic ase

One offender hit and
one investigation
aided in case record
in LIMS

Op~ . fenu _r hit and
one in.estigation
« ‘ed in case record
in LIMS

d only recorded the first time a case hits in CODIS !

Figure 4. Flowchart for Intrastate Offender Hit

Page 35 of 47
All printed copies are uncontrolled. Approved by CODIS Administrator
Acting DNA Technical Manager
(currently the same individual)



Alaska Scientific Crime Detection Laboratory
CODIS Administrative Manual

Issued: 2/7/13 Version: COD2013 RO
Effective: 2/7/13 Status: Archived

3.6.3 Interstate Forensic hits (reference Figure 5 flowchart)

As with intrastate forensic matches, possible interstate forensic matches are first
assessed to determine if the profiles were appropriate for entry into CODIS and can be
reasonably thought to have originated from the same source. Typically, the burden is on
the laboratory with the unknown forensic profile to request confirmation of the match.

) Profiles match and AK profile \
is eligible for CODIS
AK source unknown A

Q)

source known

Forensic hit in CODIS - Forensic hit in CODIS

update source |D to
Yes, if appropriate r Both sources known

Investigative )
Information in CODIS ‘ Interstate CODIS
Confirmation and

Interstate CODIS
3 : CODIS match letter
Confirmation and ;
requests in case

CODIS hit letter :
requests in case “0P ., match letter record in LIMS

, ‘que cincase
recurd in LIMS

record

One forensic hit and
Z no investigations
No hits and no investigations aided in LIMS aided in LIMS

One forensic hit and
one investigation
aided in LIMS case

with unkn~ ...

N/

stiation aided only recorded the first time a case hits in CODIS ‘

Figure 5. Flowchart for Interstate Forensic Hit
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3.6.3.1 Origin of Alaska sample is known

If the samples are determined to be a possible match and the source of the Alaska
sample is known, the CODIS laboratory with the other forensic sample may be
contacted (by e-mail or telephone) to determine the status of the forensic case in the
other state. Alternatively, Alaska may receive a confirmation request from the other
state. If the source of the sample from the other state is unknown, an Int te CODIS
Confirmation request is created in LIMS. The AK Administrator will reporf%evant
Alaska case and agency contact information to the other State Adminigatorade letter
typically contains, at a minimum, the following information: the m lev atch ID
and specimen IDs for both specimens, the requesting laborator %Alaska law
enforcement agency case number, item number, brief item d 9 if available),
name and birthdate of the putative perpetrator, and contac(§ jon for the Alaskan

law enforcement agency. The match is dispositioned (i a forensic hit.
A CODIS match letter request is also created in LIMSN\TIh DIS match letter is sent

to the Alaskan law enforcement agency and con match level, agency names,
agency case numbers, item numbers, brief item rption(s) (if available), and contact
information for the law enforcement agenggmghe otfer state.

If it is determined that both cases iny, rensic match were solved, prior to the
CODIS match occurring, the match 4yl jSpositioned (in CODIS) as Investigative
Information. A CODIS match lette ribed in the previous paragraph, is still
issued to the Alaskan law en mYynt dgency.

If it is determined that the A Xample is not eligible for CODIS entry or should have
been removed previou e Qepartment’s legal representative (or another designated
individual) will be ¢ lteqyegarding the appropriate course of action. These situations
will be addressed & a cgpe by case basis. If it is determined that the match cannot be
reported, the in r for the other laboratory is notified, in writing, that the sample
was not elig DIS entry. The match will be dispositioned (in CODIS) as
Investigagh mation and appropriate comments included in LIMS. The ineligible
sample oved from CODIS as per Section 3.2.

3.6.3.2 Origin of Alaska sample is unknown

If the samples are determined to match and the source of the Alaska sample is
unknown, the Alaska Administrator will create Interstate CODIS Confirmation and
CODIS hit letter requests in LIMS. The match disposition (in CODIS) is changed to
Forensic Hit. The Interstate CODIS Confirmation letter is issued to the Administrator for
the other laboratory, requesting that confirmation of the match occur, and contains, at a
minimum, the following information: match level, laboratory and agency contact
information, match ID#, casework specimen ID #s for both specimens. When the
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Alaska Administrator receives confirmation from the other state, a hit letter will be
issued to the Alaska law enforcement agency and will contain, at a minimum, the
following information: match level, the agency names, agency case numbers, item
numbers and brief item descriptions (if available), and contact information for the
agency outside of Alaska. The letter may also contain information regarding the
putative perpetrator, if provided by the other laboratory.

3.6.4 Interstate Offender hits (b
Possible offender hits are first assessed to determine if the profil ere ropriate for
entry into CODIS (includes verification of a currently qualifying of%or the offender)
and can be reasonably thought to originate from the same sqfirCg. he responsibility
of the laboratory with the forensic sample to determine if th§ Canfflignte match requires
confirmation and establish contact with the laboratory igsge QhepfState.

3.6.4.1 Alaskan offender sample (referenc 6 flowchart)

If the candidate match involves a qualifying Alas ofender, the laboratory will
proceed with confirmation of the match uceiV| g a request from the administrator

of the other laboratory involved in the quested, match confirmation will
proceed as described in Section 3.6

are confirmed (to the extent possible), the
letter to the other state labor s\irafted. The letter typically contains, at a minimum,
the following information: %‘ vel, laboratory name, match ID and specimen IDs
for both specimens, the nargRoMNe offender and at least one additional piece of
personal information (i. ate®f birth, SSN, APSIN or other state ID number), and the
offender’s last knoyh wh bouts (if available).

Once the profile and identity of the\pf

A matchto a n ithout a currently qualifying offense, is handled as previously
described in .6. The Administrator of the other state is notified that the name
of the of ersgnnot be released owing to the inability to verify a qualifying offense.
This com Ion is noted in the match disposition notes in CODIS.

If the DNA profile obtained during verification is not consistent with the profile already in
the CODIS database, proceed as described in Section 3.6.2.1. If an agency requests
confirmation and the identity discrepancy cannot be resolved, the agency will be notified
in writing (may be an e-mail) and the hit letter request cancelled.
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3.6.4.2 Alaskan forensic sample (reference Figure 7 flowchart)

If the candidate match involves a forensic sample from Alaska, a CODIS Administrator
or designee must first verify that the samples match.

If the samples are determined to match and the Alaska sample is eligible to be in
CODIS, an Interstate CODIS Confirmation request and a CODIS hit letterg®yuest are
created in LIMS and the match disposition (in CODIS) is changed to Offe%t. The
Interstate CODIS Confirmation request is issued to the Administrator fgNthe «i#er
laboratory, requesting that confirmation of the match occur, and cCgmgins, \§ a
minimum, the following information: match level, laboratory namh ID#, specimen
ID #s for both specimens and the type of case (if known).

When the Alaska Administrator receives confirmation frgig tfe oRg€r state, a hit letter
will be issued to the Alaska law enforcement agency ] ntain, at a minimum, the
following information: match level, the agency name, &ge ase number, item

number and brief item description (if available), g @ e\ name, state, last known
whereabouts, and other relevant information proveasfl P
g at 1é

the confirming laboratory. The
than high stringency (involves a
forensic mixture or forensic partial profila Yall request that the agency

offender and submits it to the
laboratory for analysis and use in f proceedings, and that the agency contact
the laboratory should the match b&d ed to be to an individual other than the
“putative perpetrator”. The hit iyestgation aided are recorded in the case activities

&
v
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u..- offender hit and
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aided in case record
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NOTE: i wtion aided only recorded the first time a case hits in CODIS

Figure 7. Flowchart for Interstate Offender Hit — Alaska forensic sample
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3.7 Partial Matches and Familial Searching

Occasionally, a candidate match may occur between two samples where it is
determined that the samples are not from the same source. However, based on the
degree of similarity between the profiles, it is possible that the samples are from close
biological relatives. Personally identifiable information will only be released when the
two samples are determined to likely be from the same source. In instances where it is
determined that the offender profile and the forensic profile are likely not the same
source, no information about the offender will be released.

Likewise, the laboratory will not request confirmation, or the rele p%)nally
identifiable information, for a partial match with another state.

When an out of state laboratory requests personally identifi§ble ghigemation on an

Alaskan offender involved in an NDIS partial match, th paxt t attorney will be
consulted to determine whether the information can

Familial searching describes an attempt to identi urce of a forensic sample by
searching the CODIS database for close biologic |Ftives of the source. Familial
searching is not currently performed by t ratory.

3.8  Hit counting

One of the responsibilities of a CORIS inistrator is monthly reporting of the state’s
hits to NDIS. Hits for a cale h should be reported on the CJIS-WAN by the
10™ of the following mont theWL0™, hit counts can be e-mailed to the NDIS unit.

Hit counting is a co
aided are detailed j

oce®s and the rules for counting hits and investigations
S Procedures.

3.9 COD py and IT Users

The Dep N Public Safety’s (DPS) Information Technology (IT) unit will have at
least one WviQual who has been cleared by the FBI as a CODIS IT User. In
coordinatiog with the State Administrator, this person performs hardware and software
updates/upgrades to the CODIS computers and backups of the data on the server.
These duties may also be performed by the State Administrator. The CODIS IT User
will also assist with troubleshooting computer issues that may arise in the daily
operations of CODIS.

The CODIS server is housed in a server room in the Forensic Biology wing of the
building. This room is accessible only to top management and authorized IT personnel.
Login access to the server is restricted to authorized CODIS/IT users. The CODIS
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router is located in the IT section of DPS. CODIS workstations are maintained in the
Forensic Biology office at the laboratory. The server and workstations are not
maintained on the network with other laboratory computers and do not have access to
the internet.

Full backups of the database, to an off-site server, are conducted at least once a week.

A CODIS Administrator will typically check the CJIS WAN for updates to the S
definitions on a weekly basis. As required, the virus definitions will be at n the
server and workstations using the Hot Link provided on the CJIS
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Expungement Checklist
This checklist must be appropriately filled out and attached to requests for expungement and some administrative
removals (as described in section 3.2 of the CODIS Administrative Manual). The initials of the individual performing
each task shall be placed in the space provided to the right of each task.

Offender’s Name

Date Expungement/Removal Request Received Date All Actions Complet

Initi@s Date
1. Offender’s record(s) located in LIMS? [ ]Yes [ INo

LIMS Case #(s)

Total # of offender samples
If no, do not proceed with remainder of form. Send notification letter to agencyl/i W requesting

expungement, if appropriate.
2. Criminal History Check completed? [lYes
Additional qualifying offense found? N

List additional qualifying offenses, if applicable

If no additional qualifying offense(s) found, proceed to Ste

If yes, do not proceed. Send notification letter to agency/in alrefuesting expungement, if appropriate.

If no, proceed to Step #5. If yes, proceed with

3. Offenders profile(s) located in CODIS database? @ [lYes [INo
3.

Profile(s) deleted from SDIS? [ ]Yes [ INo
SDIS Delete Specimen Report(s) receivedyia IS software
? [ ]Yes [ INo

4. Was the offender profile(s) uplo
If no, proceed to Step #5. If y roged with rest of Step #4.

New upload to NDIS perfo [ ]Yes [ INo

NDIS upload report gcelved Wg the CODIS software

5. Offender’s recgs regln LIMS database [ ]Yes [ INo

Security of onfirmed [ ]Yes [ INo

6. Destru [ple(s) and Card THIS REQUIRES A WITNESS!
Blood / mple(s) destroyed

Witnessed by

Informatio® card shredded

Witnessed by

7. Resetting flag in APSIN
Notification to R&I to reset flag in APSIN, if applicable

Confirmation of flag reset received from R&lI

9. Natification letter sent to originator of expungement request
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Appendix A Revision History
2013 RO | 2012 R1 Location Revision made
Page page
Document Updated page numbers
Structure
Entire document | Removed references to FBI AS
documents
Entire document | Removed Figures 1, 5, 7, PNL0, %€, 12,
14, 16, 17, and refer to Mose figures
Renumbered Fig , 6,8,13,15
(tol,2,3,4,5,
6 6 Section 2.1 Removed referqucef jgthe 1* and 2™
paragraph he\CO®DIS Administrator's
Handbo
7 7 Section 2.2 Upd \ ents regarding CODIS
soft ing for the CODIS
Admini or and Alternate, to reflect the
irements in the current NDIS
ating Procedures
9 9 Section Nl ed “Forensic Mixture”, “Forensic
ixture Alaska”, “Forensic Partial” and
“Forensic Partial Alaska” to the list of
accepted specimen categories at SDIS
10 10 \? A, Updated the definition of the “Partial
Tt ] Profile” flag in the CODIS software
11 10 ection 3.1.1, Updated information regarding offender
bullet n duplicate and AK New searches
11 ection 3.1.2, Updated the definition of the “Partial
bullet, g Profile” flag in the CODIS software
13 2 Section 3.1.4 Removed the reference to the NDIS
Forensic Index Decision Tree
13 13 Section 3.1.4, Revised to include Forensic Partial,
bullet ¢ Forensic Partial Alaska and Forensic
Mixture Alaska as specimen categories
13 13 Section 3.1.4, Updated the definition of the “Partial
bullet g Profile” flag in the CODIS software
14-16 13-15 Section 3.1.4.1, | Renumbered sections
3.1.4.2,3.1.4.3
and 3.1.4.4 (was
3.1.5,3.1.6,3.1.7
and 3.1.8)
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14 13-14 Section 3.1.4.1 | Reorganized section
(was 3.1.5) Removed references to Searcher and the
4X4 rule
Added procedure (3.1.4.1.1) for use of the
Match Estimator
15 N/A Section 3.1.4.1.1 | Added Match Estimator procedure
16 14 Section 3.1.4.2 | Added “Forensic” to section {j
(was 3.1.6) Updated to reflect new spgcime
categories and use of the M imator
in lieu of Searcher foy ssiWy profile
eligibility
16 14 Section 3.1.4.3 | Added “Missin 0 section title
(formerly 3.1.7) | Added NDIS el quirements for
specimen this section.
16 15 Section 3.1.4.4 | Remove i atistical analysis of
(formerly 3.1.8) | compeeageNa only permitted at the
disc he Technical Manager”
17 15 Section 3.2 Added ‘ggitional qualifying” to the
ownd bulleted statement
17 15-16 Section 3. % d the statement “If legal counsel
aWises...” to the paragraph that begins “If
ny samples are located”
21 20 Secfon R3. Added “(and saved in Match Manager)” to
2" paragraph
22 21 N.B.Z.Z Added “, and samples in the batch target
file” to the last paragraph
23 22 ection 3.3.3 Added the sentence beginning “Profiles
from outside agencies....” to the 1%
paragraph
25 Section 3.4 Removed the title of the relevant NDIS
procedure from the last paragraph
26 Section 3.5 Removed reference to the NDIS
procedures from the 2" paragraph
26 24 Section 3.5 Updated definition of Investigative
Information disposition to include matches
that provide no new information
27 26 Section 3.6 Removed reference to sample
communications in paragraph beginning
“CODIS match detail reports”
27-28 26 Section 3.6 Removed reference to guidelines for hit

dispositioning from paragraph beginning
“Whenever a CODIS hit letter is issued”
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33-34 33-34 Section 3.6.2.1 | Added requirement (to 3" paragraph) for
hit letter to indicate when match occurs at
less than high stringency

40 46 Section 3.6.4.2 | Moved sentence beginning “The hit and
mvestlgatlon aided...” from the end of the
2" paragraph in the sectlon to the end of

the 3" paragraph
40 46 Section 3.6.4.2 | Added requirement (to 3' ah) for
hit letter to indicate when VK urs at

less than high stringe

43 51 Section 3.9 Reworded the par updating the
virus definitions t@f rejle tthe CJIS
WAN is checke or tes weekly, but
updates o required.
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