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DIVISION OF CONSOLIDATED LABORATORY SERVICES

600 North 5th Street, Richmond, Virginia  23219
Phone: (804) 648-4480  Fax: (804) 371-7973

Emergency Service Pager(s): (804) 418-9923

SUBMITTER:  Please complete Sections 1 and 2 and sign/date on submitter line of Section 4.  Document all subsequent evidence transfers in Section 4.

SECTION 1 

	Investigator Name:
	Date Submitted:

	Agency:
	Agency Case No.:

	Address:

	City/County:
	State:
	ZIP Code:

	Phone No.:
	Fax No.:
	E-mail:

	Emergency Contact:                                                                       Phone No.:




SECTION 2

	Sampling Site:
	Site Address:

	Collected By:                                                                          
	Date Collected:
	Agency:

	Submitter Description:  Include the number of containers, identification number(s) and a physical description of each sample submitted for testing.

	

	

	

	

	

	

	

	

	Submitter Comments:

	

	

	

	

	Lockbox Evidence Seal Number:


SECTION 3

	Laboratory Description of Sample:  Include the number of containers, identification number(s) and a physical description of each item submitted for testing.

	

	

	 

	

	

	

	

	

	

	

	Signature:                                                               
	Date:


SECTION 4

	Chain of Custody:  Persons relinquishing and receiving evidence must provide their signature, organization and date/time to document evidence transfers.  


	Submitter Signature:
	Agency:
	Date:


	Received by 
	Organization
	Date/Time
	Relinquished by
	Organization
	Date/Time

	1.
	
	
	2.
	
	


	Received by 
	Organization
	Date/Time
	Relinquished by
	Organization
	Date/Time

	3.
	
	
	4.
	
	


	Received by 
	Organization
	Date/Time
	Relinquished by
	Organization
	Date/Time

	5.
	
	
	6.
	
	


	Received by 
	Organization
	Date/Time
	Relinquished by
	Organization
	Date/Time

	7.
	
	
	8.
	
	


	Received by 
	Organization
	Date/Time
	Relinquished by
	Organization
	Date/Time

	9.
	
	
	10.
	
	


SECTION 5 – Evidence Disposal (To be completed by Laboratory Evidence Custodian)
	Disposition Site:
	Destruction No.:
	Method of Destruction/Date:

	Performed by:
	Date:

	Witnessed by:
	Date:


[image: image2.png]



DIVISION OF CONSOLIDATED LABORATORY SERVICES

600 North 5th Street, Richmond, Virginia  23219
Phone: (804) 648-4480  Fax: (804) 371-7973

Emergency Service Pager(s): (804) 418-9923

SECTION 6 

	Supplemental Information (i.e. sample description, comments, other)

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


INSTRUCTIONS FOR SAMPLE PACKAGING, TRANSPORT AND CHAIN-OF-CUSTODY
The following excerpt is provided to help agencies prepare and transport legal specimens to Division of Consolidated Laboratory Services(DCLS). These instructions can be viewed on the DCLS Website under Chain-of-Custody, Website: http//dcls.dgs.state.va.us

3.1 Sample Packaging: Correctly preserving and preparing samples for transport are critical to the analytical processes.  

3.1.1 The sampler should contact the laboratory, (804) 648-4480 or Emergency Pager (804) 418-9923, if unsure of any aspect of sample collection, preservation, packaging and transport. 

3.1.2 Samples must be labeled, tightly sealed in a sample container, double bagged in plastic where applicable. And placed in a puncture proof transport container.

3.1.3 Evidence tape may be used to seal sample containers. The tape should be placed across the container in a manner that tampering attempts would be obvious.  In all cases, the initials/mark of the person sealing the evidence must be placed across the seal.  

3.1.4 Chain-of-custody and other documentation should be sealed tightly in a plastic zip-lock bag.  

3.1.5 Samples should be placed in an appropriate transport container (e.g. cardboard mailer, styrofoam box, paint can, plastic box, or cooler) and padded (bubble wrap, styrofoam peanuts) as appropriate. Chain-of-Custody and other documentation should be placed in a plastic zip-lock bag and affixed to the exterior of tamper proof container. 

3.1.6 If not immediately delivered to the laboratory, containers may be locked (padlock), and or sealed (custody seal).  DCLS can provide lockable transport containers, locks, custody seals and evidence tape.  DCLS will retain all keys for locks.  Once locked and sealed, containers provided by DCLS may only be opened by DCLS staff.  

3.1.7 The sampler will be responsible for preserving samples during transport.  If ice is required, it will need to be contained in a way to prevent leakage.  Special shipping measures can be briefly described on the chain-of-custody form and should be described in detail in the field log. 

3.2
Sample Transport: Samples may be delivered to the laboratory by several means. Regardless of the mode of transport, please coordinate arrangements with the laboratory and deliver as soon as possible.
3.2.1 Immediate Delivery by the Sampler.  Samples should be delivered to the Sample Records Management section of the laboratory as soon as possible after collection.

3.2.2 Routine and Special Courier.  Customers may use the DCLS courier to deliver legal and regulatory samples to the laboratory. Courier Service can be scheduled through the Emergency Pager. Samples will be packaged as described in 3.1. Lock boxes and coolers may be delivered to courier pick-up sites for delivery. When received, the laboratory custodian will inspect to ascertain whether or not tampering occurred and these actions and any sample transport container seal numbers will be recorded on the chain-of-custody form.

3.2.3     U.S. Postal and other Mail Orders.  Mandatory regulations help ensure safe shipment of hazardous materials by mail couriers. Regulations are enforced by agencies empowered by specific legislation such as the United States Code of Federal Regulations (CFR). For information on shipping regulations for blood, urine, and other liquid diagnostic specimens containing etiologic agents, contact the International Air Transport Association (IATA), 1001 Pennsylvania Ave., N.W. Washington, D.C., 20004, telephone (202) 624-2977. When using the U.S. Postal service, it is advisable to contact the Postal Inspector in your jurisdiction since the U.S. Postal Service has specific restrictions for mailing. 



Commonwealth of Virginia



Division of Consolidated Laboratory Services



Attention:

                           

600 North 5th Street

 

Richmond, Virginia 23219
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